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Foremanship 
Training 


see Opening Article 








CORRUGATED CASES 


THE MEDWAY CORRUGA r P LID NEWHYIHE, MAIDSTONE, KENT 


Reed PAPER GROUP 





The DICTABELT has revolutionised office dictation ! 


FIFTEEN LETTERS or more on a little plastic 
belt! That is only one of the amaz ne «le velop- 
ible by the 


ments im office cdhetation made poss 


Dictabelt, the new recording medium of the 


Dictaphone TPirne-Mastet 


MORE DICTATION 

Fifteen minutes « Old dbetat goes on to each 
iotes, letters o1 
te T\ ye Wheniti 


td flat for con 
In a standard envelope 
EASIER DICTATION 


=irnipie t 


the maximum efliciency with the minimum of 
effort both when you dictate and when your 


secretary transcribe 


BETTER RECORDING 


AND REPRODUCTION 
Time Master recordu ron Dicetabelts 


clear tron 


‘DICTAPHONE 


GREATEST NAME IN DICTATION 





..whose little half-girl 
are you ? 


Ihe sad thing 1s, she might be anybody's . 
Half-girls turn up in every business there is, 


from_a garage to a steel corporation. 


What are half-girls ?) Girls who produce only half what 
! 


they might—because the system won't let them Cc. any more | 


The girl here isa good example | ook it the 
system sie has to work with: loose carbor 
that wrinkle and tear second writings because she can't 
eliminate information between copies in the original 


writing 


It just as bad where forms are typed or machine 


written—and just as easily corrected 


In this case, Transkrit Spot Carbonised Forms eliminate every 
Waste move In another case, it’s a matter of 
getting the right form for the job, of combining se veral forms 
into one In any case, with either hand-written or 
typewritten forms in any kind of business, the switch to 

a” j 


Fanfold Business Forms turns /a/f-girls into 
full-trme producers ! 

Remember that the pennies you spend for better forms save 
pounds in filling them out As for finding them, that costs 
nothing just call in vour Fanfold ‘Technical Adviser, 
who will be pleased to give you sound systen 


service without obligation. 


Kanloly, 
NORTH CIRCULAR ROAD, LONDON, N.W.2 
Telephone: GLAdstone 5477 (+ Lines) ) 
Hin old and at BIRMINGHAM, CARDIFF, MANCHESTER, an old 
SHEFFIELD, GLASGOW, DUBLIN & BELFAST 

PLANNERS OF SYSTEMS FOR ECONOMY OF 

ot ocms TIME, LABOUR AND MATERIALS IN THE £67 @7otms 
OFFIC! 
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Transaction Record 





Traveller’s Report Card 
Sales Summary 


NN 
Lines Sold Signalled ; 


Traveller’s Card Signalled “Out” 
Month’s Last Order Signalled 7 





Record Sales... 


With 
COPEDEX VISIBLE INDEX 
and PARAMOUNT 
PUNCHED CARDS 


Comprehensive records 
giving complete details of 
sales with product and area 
analysis, etc. . . essential for 


SALES CONTROL 


THE 
COPELAND - CHATTERSON 
co. tTo. 


London Office & Showrooms: Exchange House, Old Change, E.C.4 
Telephone ; CiTy 2284 ; 
Registered Office & Works—STROUD, GLOS. 


Branches at Birmingham, Bristol, Glasgow, Leeds, Leicester, Live 
Newcastle-on-Tyne, Sheffield and South Wales —and Agents thr 








Inspite of ..... 
5 Ce a NONCURLING GUMMED 
PS Danny PAPERS for labelling every kind 

of product. 


GUMSTRIP* SEALING 
TAPES AND GUMSTRIP 
SEALING MACHINES for 
sealing all parcels, packets and 
cartons. 


SAMSON* ADHESIVES 
for every trade. 


SELF-ADHESIVE SEALING 
TAPES for security protection 
and airtight sealing. 


HEATFIX PAPERS for 
labelling, packaging, etc. 


TACKY LABELS for branding, 
coding, pricing, etc. 


COUNTER ROLL HOLDER 
for packing various sized parcels, 
available in 7 widths. 


WATERPROOF MATERIAL 
for home and export packing. 


THE LIGHTNING* LABELLER 
moistens gummed labels in a 
second. Made in 3in., 5in. and 
Jin. widths. 


BUTTERFLY BRAND 


SEALING MATERIALS & 

SEALING MACHINES 

Stéiucd the very 

BEST CHANCE of artuuumg SAFELY 


SAMUEL JONES & COMPANY LIMITED 


NEW BRIDGE ST. LONDON,E.C.4. GRAMS: NONCURLING LUD LONDON TELEPHONE:CENtral 6500 


* These are Registered Trade Names. 





BUSINESS 





— 


Zz 


Cope-Chat printing 


leaves a 
good impression! 


COPE-CHAT Modern plant, pro- 
duction methods and service in 
designing and manufacturing econ- 
omical business forms are without 
equal. 
Our long experience in this field 
ensures the accurate registration 
and precision printing which 
modern business records demand. 


ONE-TIME CARBONS, 
CARBACKING, CONTINUOUS. 
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Re fier 


ORDER PADS PAYROLL SETS 
STORES REQUISITIONS CLOCK CARDS 
All Office & Works Documents 


You Can send us your Enquiries with Confidence 


THE COPELAND-CHATTERSON Co. Ltd. 


London Office & Showrooms: Exchange House, Old Change, E.C.4 
Telephone: CiTy 2284 
Registered Office & Works—STROUD, GLOS. 


Branches ot: Birmingham, 


Bristol, Glasgow, Leeds, Leicester, 
Newcastie-on-Tyne, 


Liverpool, Manchester, 
Sheffield and South Wales—and Agents 


throughout the world 








wy, 
e Fre 
Cut 


The National Cash Register Company (Manufacturing) Ltd., 
Dundee, wanted key tips for their world-famous adding 
machines meeting the following requirements: Keys must be 
able to withstand all types of climatic conditions; they must be 
produced in large quantities, economically; the identifying 
numerals must remain neat and clearly visible throughout 
their life. National Cash entrusted the job to Ekco Plastics 

whose comprehensive, “ under-one-roof”” service can handle 
mouldings for any kind of office equipment, from desk trays 
to addressing machines, filing systems to statistical computers. 
Whatever your plastic needs, Thermosetting or Thermo- 
plastics, Ekco are ready to tackle it swiftly and skilfully. 


Next time consult Ekco! 


ape 


ado 
EK COQ Ycotes br Industry 


E. K. COLE LTD. (PLASTICS DIVISION) EKCO WORKS, SOUTHEND-ON-SEA, ESSEX 


iries 


£0 %O4O% 
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The drift of farm hands to the 
towns and factories demands 
more farm mechanization to meet 
Britain’s need for food. “ENGLISH 
Evectric” has, over many years 


made a special study of farm 





electrification, and the Company's 





electric motors are used to power 
a wide range of labour-saving 
machinery, from automatic ham- 
mermills, threshers and balers to 


butter churns and water pumps 


As well as helping farmers to 


supply more food to the shops 





“ENGLISH ELectric’ helps house 


a 
wive ynserve i prep: t <=), 
ives to conserve and prepare . “i 
‘ENGLISH ELecrric’ refrigerators ' ij — é! 
jes 
is 














cookers and mixers are making i A 


= s 
”. 


life easier in countless homes 
throughout the country 


Wherever electricity can play its 





part, on the land, in industry or 
in the home, it is generated and 
adapted by “ENGutIsH ELecrric’ 


for tne benefit of mankind. 


§ Pp * e . 
a living 


DECEMBER, 1952 





peP - 


Let us solve your problem now ! 


Our paper rolls fulfil all your 
requirements for every type of 
Adding, Accounting, Addressing, Telegraphic 
and Statistical Machine. 
They are made in any width or size, perforated, 
plain or ruled, of consistent high quality, smooth working and economical in use. 


Obtainable through your usual supplier, or write direct to us stating your requirements. 


HUNT & COLLEYS LTD. a 


HUCKNALL ROAD - NOTTINGHAM - TELEPHONE: 61088/9 








Specialists in the manufacture of paper rolls for all Adding, Cash 
Till, Telegraphic and Statistical Machines. 


<U) 





Losing the order is depressing; but even more dispiriting to a 
salesman is not knowing why it was lost, or how the customer can 
be persuaded to buy. 

But lost orders can mean increased sales providing the salesman 
has the means to learn why his interview was unsuccessful. Armed 
with this knowledge, he is able to overcome sales resistance when 
he meets it again. 

This is an important aspect of good sales planning though by no 
means the only one. Rigorous control over all transactions, calls, 
enquiries and quotations is vital. You can achieve this control 
quite simply. Kalamazoo Sales Promotion Records present a new 


technique to enable you to— 


MAKE CAPITAL OUT OF LOST ORDERS. 


To Kalamazoo Ltd., Northfield, Birmingham, 


Please send me full details without any obligations 


Vame 


Kalamazoo 


Sales Promotion Records Address 
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A PRODUCT OF BRITAIN’S LARGEST MANUFACTURERS OF COUNTING 


AND NUMBERING MACHINES 


Lhe 





HIGHSPOT 
of PRECISION QUALITY 


in small reset 


COUNTERS 








An ideal counter for all types of Office 
Machinery, Fly Presses, Ticket Issuing 
Machines, etc. Full details on request. 


ENGLISH NUMBERING MACHINES LTD 


DEPT. 3.B. QUEENSWAY - ENFIELD - MIDDLESEX - TELEPHONE HOWARD 2611/5 
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“Wwe dont have to be ctossat “ 


persisted the chief accountant, 


‘Powers-Samas make units exactly the size for a business like our own 

—small, but if I may say so, perfectly formed". "Compact and progressive” 
agreed the chairman "and how crippling might the cost be?" 

"The annual cost of Powers-One would be no more than the salary 


' 


of one ordinary clerk” replied the accountant, "we can buy the unit 


or rent it". "Now that sounds like efficiency we can afford" decided the 


chairman "make an appointment with Powers-Samas right away”. 


There is a Powers-Samas System of accounting for every type of business 


POWERS-SAMAS 


Powers-Samas Accounting Machines (Sales) Limited, Powers-Samas House, Holborn Bars, London, E.C.1. 
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Si ADDS, SUBTRACTS 
CMU LA GIVES CREDIT BALANCE 


AND PRINTS 


SUMMA is a hand-operated adding listing 


s give it a usefulness well above the ordinary 


*® \ single four-position switch sets the machine for total 


or sub-total or subtraction or non-add. 
* ( apacity is 10 tf columns. 


* The machine operates either in sterling or in whole 
numbers and decimals, the changeover being made by 
the simple flick of a switch. 


*% All totals and sub-totals are printed in red, no idle 


stroke being necessary. 


*® The machine gives credit balance automatically. 


he SUNIMA 
Vegi For a macl 
{78 Is a real In 


, 
rite for detailed particulars Or ash British 


BRITISH OLIVETTI LIMITED - 10 BERKELEY SQUARE - LONDON - W:I 








Brainwaves? 


With Osram Tubes 


Switt h to fluorescent lightine 


G.E.C. fittings 


Get in touch with the 
(; f ( Lighting Sc , 


K\ \ 
AN WL 


Fluorescent Is your lighting really effective and economical? For 
instance, a modern fluorescent installation would cut 
your consumption of current by over half, for the 

li htin 2 same amount of light as you are now getting 
J g: Alternatively, you could have over double the light at 
no extra cost! The people to guide you are the 
G.E.C., pioneers of fluorescent lighting and the first to 


establish an Advisory Lighting Service with every 


technical help on call. Gentlemen, you'll save a lot of 


S ra talk if vou see the G.E.C. first. 


tubes in Wegex Gam fittings 


THE GENERAL ELECTRIC CO. LTD., MAGNET HOUSE, KINGSWAY, LONDON W< 
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It sticks out 


ea 
_.. the end of 
| your lighting problems 


is this basic unit 
of these reflectors 


plus any 


CLOSE 

CLOSEDENDME 

&TROUGH | ETAL 
A 


METROVICK 


METR 
OPOLI 
TAN-VI 
-VICKERS E 
ICAL € 
oO. LTD 
“4 . ST. PAUL’ 
— a L’S CORNER 

f , 1-3 ST PA 
r . UL'S 
CHURG 
HYAR 
D. LON 
DON t 
« 
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The spoken word is foremost in gaining support workers’ representatives, can be heard at the 


for a common cause. In industry it can be used workbenches through Rediffusion. Messages and 


to bring the voice of encouragement to the appeals can be broadcast intimately to the entire 
workers. factory or to separate departments without inter- 


Recognisable voices, of management and _ the ruption of routine. 


REDIFFUSION sound service for industry 


CENTRAL REDIFFUSION SERVICES LIMITED, CARLTON HOUSE, LOWER REGENT STREET 
LONDON, S.W.1 AWA Telephone : Whitehall 0221/3 
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folk finders...? 


Are they on your pay roll, these people who 
waste time looking for other people, inter 

rupting those who want to be getting on with \ 
the job ¢ They are unless your premises are \ 
properly equipped with a thoroughly up-to-date \ 
Internal Telephone and Staff Location system. 
Another thing that saps efficiency, if you are 


not so equipped, is vou? switchboard operatol 


people when she should be dealing promptly 


with outside calls. T.R. Service saves time 


\ 
| 
| 
| 
having to ‘phone all over the building for | 
| 
| 
! 
| 


and temper by making everyone on the 


premises easy to find instantly 


SERVICE 
—_ speeds production 


~ 
ee. 
[= en, 


An Enterprise of Telephone Rentals Ltd. — Head Office, Kent House, Rutland Gardens, London, § 
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THERE'S MORE TO(FACIT 
THAN MEETS THE EYE 


The racit facts are impressive 


but 


Apart 


they are only half the story 

ten-key 
culator offered in a complete range of 
hand 


from its being the only 


cal- 
and electric models, 


it incor- 
porates many features that are unique 
to this field of calculating. Mastered 
in minutes by 


the 
Facit’s feather 


merest novice, 
touch fingering and 
one hand operation must be seen to 
be appreciated 


Drop us a line and we 
will gladly send you details or arrange 
a demonstration 


7" \ 
ere ‘ KS \ 
S . weer sr . a 


Fx) 


HAND AND ELECTRIC MODELS 


BLOCK & ANDERSON 
58-60 Kensington Church Street, London, W.8. 


DECEMBER, 1952 


Limite D@Y 





PUNCHED CARD SYSTEM 


is a card recording system PLUS an automatic 
method of selecting records by cross classification. 


FINDEX selects the cards mechanically, presen- 
ting ANY GROUP on demand without disturbing the 
filing order of the cards. 


FINDEX eliminates the need to inspect every 
card in the index—a monotonous and fatiguing job. 


FINDEX can be handled as freely as an ordinary 
card index. 


FINDEX provides for many kinds ot sub-divisions, 
and the number of classifications is almost unlimited. 


FINDEX is NOT a ready made system—every 
installation is arranged specially to fit the needs of its users. 


Wherever cross indexing is necess- 
ary, or wherever cards must be 
selected in groups, FINDEX HAS 
NO EQUAL ! 


You are invited to investigate— 
without obligation, of course ! 
Our experience is at your service. 


C. W. CAVE & CO. LTD. 
59, HOLBORN VIADUCT, LONDON, E.C.| 
TELEPHONE : CENTRAL 3778-9 
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COST OF MACHINE £190 


Saving in 8 months £250 


$04 
When 774 
aO- 


cou earel¥ 


4t en 


bout Roneo “500° But there is t 
ites and sil ir material and would like to produce the 
us put the Roneo through its paces tr 
machine referred to ts the wide 


pity to add anvthing to our customer's owr 
| 


It seems a 

tO De said il you have forms, reports min 
for a fraction of what vou are paying now, we lzvest Vou iet 
your office alongside any other make, and you be the judge The 


printing ** Policy ° There are other models at lower prices 


RONEO LTD - 17 SOUTHAMPTON ROW - LONDON - WCI - 


of your name means **New”™, progress in development comes naturally 


TEL: HOLBORN 7622 


When 60 
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Employ this man 
ON YOUR STAFF 


ENTIKELY UNPAID 


This man has helped Executives near you 
several of them probably your friends. 
Some may have tried to hire him only to 
learn that his services are not for hire 
they are free. Who is he? He is a 
DAPAG label, ticket and tag efficiency 
expert. He-— and others like him 
enable Dapag to offer an unequalled label, 
ticket and tag service that helps Manufac- 
turers, Wholesalers and Retailers to 
obtain their labels, tickets and tags in the 
best manner for economical use. These 
vactory trained men have full experience 
of the application of labels, tickets and 
tags in all industries. Their services are 
yours to command. Have you talked 
with a Dapag man lately ? 


BUSINESS 





a separate colour for each day, 


individual, or department 


Who ticked this? —— Who marked that paragraph? 
When was this packed? —— Who checked them in? 
These and a hundred other questions need not be 
asked. Colour Code your staff and executives 
with a different colour pencil to each individual, 

each day or each department. 
Specify Venus “200° Coloured Copying 
Pencils in your office, factory and _ store. 
Six bright colours: strong durable points, 


RED BLUE HELIOTROPE 
wth LIGHT BLUE GREEN VIOLET 


Copyin 2 Poneils 


VENUS PENCIL CO. LTD. Lower Clapton Road, London, €E.5. 


DECEMBER, 1952 





Three links to 
greater efficiency 


Dictograph’s multiple service offers many ways of increasing 

the efficiency of your organisation and saving those 

valuable and elusive minutes ... Internal Telephone Systems from 

2 to 250 points or more, ensuring thought-quick-contact with any 

part of your organisation . . » Staff Location Systems to find key personnel 

when snap decisions have to be made... and Impulse Clock and Timing 

Systems providing accurate recording and sounding of time—so important in these 
days of high production costs. Dictograph Systems are designed to save 

you time ...money.. . and prevent frustration ! May we show you how? 


A telephone call or postcard will bring vou full details. 


(DICTOGRAPE Originators of loudspeaking telephones 


DICTOGRAPH TELEPHONES LIMITED 


CHIEF SALES OFFICE: 200 ABBEY HOUSE, VICTORIA ST., LONDON, SWIL + ABBEY 








5572 « BRANCHES THROUGHOUT THE COUNTRY 


INTERNAL TELEPHONES . STAFF LOCATION 7 INDUSTRIAL MUSIC BROADCAST es IMPULSE CLOCK AND TIMING SYSTEMS 





TH 
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YES!—SEAL-EASI 
WAGE POCKETS 


PAY ME, TOO! 


And they will pay you—in time saved, 
because SEAL-EASI Wage Pockets seal in 
a second, without moisture. Pay you, too, in 
trouble saved, because they seal securely and 
permanently, holding the bulkiest enclosure. 
SEAL-EASI Wage Pockets are a good- 
paying proposition —for employer and 
employee. 
SEAL-EASI Wage Pockets (printed or 
plain) and Commercial Envelopes are 
available from stock in all standard sizes 


Ask your printer or stationer to show 


WAGE POC KETS you semaples. 


° Py ate| : The pocket illustrated is the SEAL-EASI 
seal in a sec 


Safecheck Style. 


A John Dickinson i) 


PRODUCT 
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1 EXIO0 N LTD., 189 REGENT ST., LONDON W.1 


24 


\*u your own equipment 
with 


mm DEXION 


SLOTTED ANGLE 








Can be used over and over again 


No drawings required — rough sketches are good enough 
No drilling, welding, measuring or painting. No scrap 


Just cut it and bolt it, that’s all! 


* Write or telephone for illustrated booklet G5 


Telephone : REGent 4841 T.A4D54 
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nulli secundus and 


hats off to no one 


Enough of this modesty, this cult of the understatement, 

this hiding of our lights under bushels, this unwillingness to come 

right out with it and say that we are good. So here goes 

We are good. And the reason for this unwonted effusion of self-pride ¢ 

We have produced a thoroughly good portable typewriter, 

cleanly made, precise in working, strong yet light enough for you to run 

for a train while carrying it. It’s called the Good Companion and it’s a peach 
of a machine. But it’s not simply the goodness of the machine 

itself that makes us so proud ; it’s the fact that we can produce such an 
unreasonably good portable typewriter for such a reasonable price. 


Prices from £22.10.0 


vA 


" Imperial 


IMPERIAL TYPEWRITER COMPANY LIMITED . LEICES: 
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What every firm's 
stationery buyer should have 


Here is a quick, convenient way to help vou select business envelopes. The 
Pirilex-bound catalogue of sample * River Series” envelopes is a 

sensible and practical means of assisting you in vour choice: it is sent to 
vou free on application, together with a size chart. 

The full range of * River Series’ envelopes (in terms of the different 

sizes and papers available ) totals over two hundred and sixty : It is there fore 
quite certain that you will be able to find all the envelopes that 

vour firm may require, for any and every purpose * River Series” 
envelopes have several distinguishing features—smart, modern ™* square 

cut” appearance, generous gumming of flaps, wide over-flap of seam 

for additional securitv—and all are made from best 

quality British papers. If vou will please complet 

and post the coupon below, we shall have 

great pleasure in sending off the * Rive 

Series’ Catalogue and size chart 


to vou straight-away. 


WHEREVER YOL 


R Ser 


PIRIE, APPLETON & CO LTD * CHADWELL HEATH MILL ESSEX 
Please send me vour Pirilex-bound « rue Of the River Series’ 
range of envelopes, together the size chart. 


NAMI 
FIRM 


ADDRESS 























Series 
envelopes 


4 Product of 
Pirie, Appleton & Co. Lid. 
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Art Metal 


Buckingham Poloce Rood 
LONOON Sw! 


HE NEW YEAR is a good time to institute a 

new filing system. 1953 will soon be upon 

us, sO this is the month to consider the installa- 
tion of a new filing system. 


Alphabetical and numerical systems (or a 
combination of both), geographical, subject—all 
types of systems can be provided. 


Included in the Art Metal range is ART 
METAL-C.V.S.—the most modern type of visible 
suspended filing system. It may be installed in 
any standard vertical filing cabinet, quarto or 
foolscap, and is adaptable to your present method 

of filing. It promotes tidiness 
and efficiency in filing, is capable of 
expansion and saves a considerable 
amount of time. 


Either we or our local agents will 
be very pleased to advise upon 
your filing problems, entirely with- 
out obligation. May we help you? 


* CATALOGUE NO. 60! 
gladly sent on request 





lilustration shows Art Meta! Art Neral CONSTRUCTION Co. 


Fil e 
iling Cabinet equipped with the Offices and Factory: 201, Buckingham Palace Road, London, S.W.|. 
C.V.S. suspended filing system. Telephone : SLOane 5201 (6 lines) 
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How many commercial 
firms are aware that 


Egry 
Manifciding Registers 


can be applied to the handling of l 


Receipt and Cash Book Records? 


All business houses despatch to customers 


each day, receipts for incoming payments. 


This operation also involves an entry in the 
cash book and the preparation of a Bank 
paying in slip three writings for each trans- 
action. 


With an EGRY SUMMARY REGISTER load- 
ed with EGRY CONTINUOUS STATION. 
ERY, ONE writing will provide all the 
essential records. 


The printing of the receipt and cash book 
sheet will conform to individual requirements. 
The illustration on the right shows a typical 
receipt, and cash book sheet. 


Ask us to demonstrate how this can be 
achieved, thus pointing to an immense saving 
of time and labour and the absolute elimin- 
ation of errors in transcription. 


“CORRIGAN & BEST LTD 
245 HALE ROAD 
BRAMPTON, Nor 


Received the amount as stated below 


With Compliments and Thanks, 
aa LD 
Dete /* Now £2 Signature ¢ 


06635) | ee Le ¥ 
oe aes 


“6635\"! 





= ———~— 


cv 
S/4 PO ee eer dT Lol 


/ 
Birr Bart bo kal 


T/iq Out) y~ AAG 


; , 
G/e44 i a Vase Atal 
/ 
n\ 4 0. Awd 
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4/17 Narco f Aca 
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B@ £EGRY 


LIMITED 


Sales Department & Showrooms :— 
ALDWYCH HOUSE ALDWYCH 
LONDON -: W.C.2 


Telephone : HOLborn 2801 (2 lines) 


Registered Office, Factory & Export Dept : 
WARPLE WAY + ACTON 
LONDON - W.23 


Telephone : Shepherds Bush 3377 (3 lines) 
BUSINESS 





COUNT BOOKS 
reland-Chatterson Co. 3,5 
es, Percy, (Twinlock) 85 


‘COUNTING 

“AACHINES 

roughs Adding Machine 
32, 74, 75 

44 

42 


tional Cash Register 
derwood Elliott Fisher 


SCOUNTING SYSTEMS 
t Metal Construction 27 
peland-Chatterson Co. 3,5 
lamazoo, Ltd 9 
wers-Samas, Ltd a 
neo, Ltd 19, 73 
annon, Led 89 


IDING MACHINES 
»ck & Anderson, Ltd 
17, 29, Cover iv 
rroughs Adding Machine 
32, 74, 75 
eli Safe Co. (London) 127 
ational Cash Register 44 
fice Machinery, Ltd 123 
miock, Ltd 87 


DDRESSING MACHINES 
didressall Machine Co 89 
ddressing Machines Hay 
ward, Ltd 
drema, Ltd 


DDRESSING MACHINE 
ATTACHMENT 


87 
43 


IR TRANSPORT 


er Lingus 


sSSURANCE 
onfederation 
ciation 


‘\ATTERIES 
(HEAVY DUTY) 
dife Batteries, Led 


SROADCAST MUSIC 
Zentral Rediffusion Ser- 
vices, Led 

Jictograph Telephones 
elephone Rentals, Ltd 


3sUSINESS ~ eennmen 
srett & Cox, Led 
Soombs, H. A., Led 
standard Office Supplies 


CALCULATING 
MACHINES 
3lock & Anderson, Ltd 
17, 29, Cover iv 
3urroughs Adding Machine 
32, 74, 75 
London Office Machines 124 
sumlock, Led 87 
T.S. (Office Equipment) 
Ltd 88 


CANTEEN EQUIPMENT 
Farquharson, J., & Sons 9 


Life Asso- 


FA 
125 


CLOAKROOM 
EQUIPMENT 
Harvey, G. A., & Co 104 


CLOCKS, WATCHMEN’S 

Blick Time Recorders 92, 94 

Gent & Co., Ltd 125 

COIN COUNTING 
MACHINES 

International Coin Count- 
ing Machine Co., Ltd 


COLLEGES & coum. 
Speakers’ Club 


93 





YOUR GU/DE TO 


BUSINESS « INDUSTRIAL 
EQUIPMENT 


a SERVICES 





COMMERCIAL 
TRANSPORT 


Morris Commercial 


CONTINUOUS 
STATIONERY 

Carter-Davis, Ltd 

Copeland-Chattersor 

Egry Ltd 

Fanfold, Ltd 

Hunt & Colleys, Ltd 

Lamson Paragon Supply C« 


Smith, W. H., & Son, Led 


COUNTING & 
NUMBERING 
MACHINES 

English Numbering Mct 


CYCLE PARKS 
Abix, Led 
Constructors, Ltd 
Odoni, Alfred A., & Co 


DICTATING AND 
RECORDING 
EQUIPMENT 

Dictaphone Co., Ltd 

Haycraft. M. & L., Led 

London Office Machines 

Office Machinery Ltd 

Trevor-jJohnstone Co 


DRAWING OFFICE 
EQUIPMENT 

Haycraft, M. & L., Led 

West, A., & Partners 


DUPLICATING 
MACHINES 

Block & Anderson, Ltd 
17, 29, Cover iv 

Ellams Duplicator Co 86 

Kaye's Rotaprint, Ltd 

Office Machinery, Ltd 

Roneo, Ltd 


82 
123 
19, 73 


ELECTRIC CLOCKS 
Dictograph Telephones 
Gent & Co., Led 

1.B.M. United Kingdom 
Magneta Time Co 
Telephone Rentals, Ltd 


ENVELOPES 
Dickinson, John, & Co., 

Ltd 23 
Pirie Appleton & Co., Led. 26 


78 
125 
8! 
90 
16 


FACTORY EQUIPMENT 
AND ACCESSORIES 


Constructors, Ltd 


FILING SYSTEMS 
Art Metal Construction 
Copeland-Chatterson Co 
Jones, Percy, (Twinlock) 
Ltd 

Ltd 


27 
3,5 
85 
19,73 
89 


Roneo 
Shannon 


FIRE FIGHTING 
Nu-Swift, Led 
Pyrene Co., Ltd 


FLOORING 
Gt. Met. Flooring Co 
GUMMING AN 

GLUING MACHINES 
Haycraft,. M. & L., Led 2 


HEALTH SERVICES 
Deosan, Ltd 
Freeder Br thers 
Harcraft, Ltd 
Hygiene Products 
Hunt & Colleys 
Lambart & Smyth 
Pecer's Automat 
Machines 
Vernon & C 


Ltd 
itd 


Ltd 


HEATING 
Smith & Wellstood, Ltd 
Spiral Tube, Ltd 


be 


116 
19 


INDUSTRIAL CLEANING 
B.V.C. & Eng. Co., Ltd 100 
Furmoto Chemical Co 120 
Lamson Eng. Cc 109 


INSURANCE 
Barret Gold & Co 31 
Nobile Lowndes & Partners 40 


LETTER OPENING 
MACHINES 

International Coin Count 
ing Machine Co., Ltd 93 

LIGHTING 

G.E.C., Led 13 

Met-Vick Electrical Co 14 


LOOSE LEAF LEDGERS 
AND SYSTEMS 

Art Metal Construction 27 
Copeland-Chatterson Co. 3,5 
Dickinson, John, & Co 23 
Jones, Percy, (Twinlock) 85 
Kalamazoo, Ltd 9 
Moore's Modern 
Shannon, Ltd 


MARKING EQUIPMENT 
Cushman & Denison, Ltd 9 


MECHANICAL 
HANDLING 
Lamson Eng. Co 
Moss, Wm., & Sons, Ltd 
Power Jacks, Ltd 
Wingrove & Rogers 


Methods 90 
89 


109 
107 
105 
Led. 100 
MICROFILM CAMERAS 

Edison Electric Co. 122 


NOISE PREVENTION 
Burgess Products, Ltd 


Swan 


120 


OFFICE FURNITURE 
(STEEL) 

Art Metal Constructior 27 
Cave, C. W., & Co., itd. 18 
Cox & Co. (Watford), Ltd. 81 
Evertaut, Ltd 82 
Harvey, G. A., & Co., Led. 104 
Leabank Chairs, Ltd 95 
Office Machinery, Ltd 123 
Roneo, Ltd 9,73 
Tan-Sad Chairs Cx 34 


OFFICE FURNITURE 
(wooD) 

Cc. W., & Co., Led 
S., Led 

N., & Sons 
Led 


Cave 
Epsteir 

Mason, 
Office Ma 
Shanr Led 


hinery 


on 


eee 
Wheeler & Ce Ltd 
PACKING SUPPLIES 
Jones, Samuel, & C« 
Medway Corrugated Paper 
Co., Led Cover ii 
Thompson & Norris Mfg 
Co., Ltd 36 
PANELLING 
Masonite, Ltd 
PARTITIONING 
Abix, Led 92 
Anderson Constructior 
Co., Led 
Art Metal Construction 
Roneo, Led 
Welconstruct 


108 


124 
27 
19, 73 


The, Ce 122 


PEGBOARDS 
Raven Equipment Co 09 
PENS AND PENCILS 
Venus Pencil Co 


PHOTOGRAPHIC 
REPRODUCING 
EQUIPMENT 

Edison Swan Electric Ce 

erent Production Co., Ltd 
Rutherstat, Ltd 

PLASTICS 

Cole, E. K., Ltd 

PRINTING MACHINES 


Kaye's Rotaprint, Ltd 


RIBBONS ABD 
CARBONS 


Richardson, W.J., & Sons 95 


ROTARY sees 
Kaye's Rotaprint Ltd 


RUBBER STAMPS 


Clarke, John T., & Sons 


SAFES 


Joel: Safe Co 


SEATING 

Abix, Ltd 

Evertaut, Ltd 

Leabank Chairs, Led 
Office Machinery, Led 
Tan-Sad Chair Co., Led 


STEEL STORAGE 
EQUIPMENT 
Brown, F.C 
Constructors, Led 
Copeland-Chatterso 
Ltd 
Gascoigne Co., Ltd 
Glover, J., & Sons 
Harvey,G. A. & C 
Odoni, Alfred A., & 
Roneo, Ltd 
Welconstr 


TABULATING 
MACHINES 

Cave, C. W., & Cx 

Powers-Samas, Ltd 


TARPAULINS 
as, 5., & 


London 


Dexion 


Ltd 


The 


Lor 20 


TELEPHONE AMPLIFIERS 
AND ACCESSORIES 

Fonadek (Branson), Ltd 

Televox, Ltd 

Tellef (Londor Led 


TELEPHONES AND 
SOUND EQUIPMENT 


Central Rediffusio Ser 


Reliance Telephor 

Standard Telepho 
Cables, Ltd 

Telephone Rentals, Ltd 


TICKET PRINTING 
MACHINES 
Dapag (1943), Led 
B.M. United Kingdon 


TIME RECORDERS 
Blick Time Recorders 
Dictograph Telephones 
Gent & Co., Led 
Gledhill-Brook, Led 
1.B.M. United Kingdom 
Magneta Time Co., Ltd 
Telephone Rentals, Ltd 


TRANSFERS (PAINT 
Trapinex, Led Cover iii 


TYPEWRITERS AND 
ACCESSORIES 

British Olivetti, Led 

B.M. United Kingdon 

imperial Typewriter Co 5 

T.S. (Office Equipment) 88 

Taylors Typewriter Cc 9 

Underwood Elliott Fisher 4 


VENTILATING 
G.E.C., Led 


VISIBLE RECORDS 
Amsel, Ltd 
Art Metal Construct 
Cave, C. W., & Co., Led. 18 
Copeland-Chatterson Co. 3,5 
Kalamazoo, Ltd 9 
& Sons, Ltd. 84 
Methods 90 
9, 73 


| 
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whatever your bubiness problem 
call in 


BLOCK & ANDERSON LTO 


DECEMBER, 1952 


Cw 


58-60 KENSINGTON 
LONDON. W.8 


CHURCH STREET, 


WEStern 2551 





steel for durability “ .. plus 
CONSTRUCTORS | | 
Oraflimanshife | 


for efficiency 


balance and 


i 


! 


fine finish . | 


k for 


ie B.760 


CONSTRUCTORS 


STEEL EQUIPMENT FOR OFFICE AND FACTORY 


Tel: MAYfair 3074 
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All we ask you to do LUET 
‘etna win wivetoraonmerunen ig tg |\\ A FINGER 


when by instafling RELIANCE Loudspeaking Telephones 


you can, at the flick of aswitch, instantly contact any member of your staff 


Valuable time is saved and the P.O. switchboard is relieved \ 1] | . | 
of all ‘inside’ calls i] ; | 
Ze RELIANCE TELEPHONE (0 4 PEE 
FOR OUR 


ILLUSTRATED 
43-47 PARKER STREET, KINGSWAY, LONDON, W.C.2 LEAFLET 
Teleph Chancery 534! (P.B.X.) . hes throughout ted Kingdom B18 
INTERNAL TELEPHONES STAFF LOCATION MUSIC FOR INDUSTRY 
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THE CASE OF THE WHOLESALER'S BUDGET 


Canned figs or canned figures... 


G. & W. COLLINS 1 large 
wholesale food operate 
through branches in the North West 
When they decided to concentrate buy- 
ing and accounting operations in the 
Liverpool office they realized that more 
detailed and prompt information would 
be needed by Could 
they establish a more effective system 
of management-control now that the 


IMITED, 
distributors, 


their branches 


accounts were centralized 
With this problem Collins 
tor machine 


called 
from accounting 


Adding 


advice 
specialists of Burroughs 
Machine Limited 

After investigation, Burroughs sug- 
gested the installation, in Collins’ 
Liverpool office, of a Burroughs 
Typewriter Accounting machine for 
all Purchase and General Ledger work, 
with detailed posting of 
revenues, liabilities and expenses 

Result: Apart from the great saving 


issels, 


which did the branches need first? 


n time and labour in the office (one 
girl, in fact, does all recording) Collins 
now get a monthly analysis of all ex- 
penditure in time for branch managers 
to keep within their individual budgets. 
Collins installed their first Burroughs 
ago, since then 
accounting department of the 
been mechanized. The 
installation of the general-purpose 
accounting machine ts the culminating 
factor in the preparation of speedy 
monthly accounts. 

What about you? If your business 
could benefit from faster figuring, call 
in Burroughs. They can offer advice on 
all the latest systems, for Burroughs 
make the line of 
modern record-keeping machines: 
Adding, Calculating, Accounting, Bill- 
ing and Statistical Machines, and 
Microtilm Equipment. Remember, 
once you have any Burroughs machine 


machine twenty years 
every 


business has 


world’s broadest 


For expert advice on business figures 


call IN Burroughs 


installed, Burroughs Service guarantees 
its continuous efficiency in Operation. 

The * Burroughs Man ™ is a 
visitor to thousands of business houses 
Call him at time. Head Office 
Burroughs Adding Machine Limited, 
Avon House, 356-366 Oxford Street, 
London, W.1. Sales and 


offices in principal cities 


trusted 


any 


Service 


BUSINESS 














THE B.P.C. IS BORN equipment with the particular’ vised by Mr. J. A. Speed, secretar 
material supplier, although the of the Executive Councils’ Associa- 
sheer: BRITISH Produ tivity approach to the supplier would be tion and clerk of the Lancashire 
Council has now been for- made by each individual company Executive Council, is based on the 
mally established The new Five meetings of the panel have date and place of the patient 
rganization is on a broader basis been held, and their activities will Dirtn 
than its predecessor, the U.K. Sec be further extended to other items Even in the London area, the 
tion of the Anglo-American Coun- on which economies can be made number of male or temale babie 
ductivity, whose w from a handling and damage point born on ol! day never runs into 
over, as well a igagin of view three figures o that when a 
in fresh activities patient lost his medical card it 
In addition to representatives of would be only a matter of seconds 
the British Employers’ Confedera- to trace his index slip in the nomi 
tion, the Federation of British » mal register f the appropriate 
Industries and the Trades Union executive council when the date 
Congress he constituent bodies AN UP-TO-DATE INDEX and place of his birth were known 
if the A.A.C since its inception If, f example, he were born i 
nree half years ago—the ge oe an index of indivi- resto! 1 May 15, 1888, his iden 
ouncil includes’ representatives \ dual names up-to-date is a ( n numbe might be 
of the Association of British headache for many a mail-orde1 Wot / I ; only at the 
Chambers ot Commerce the man. Births, deaths and removals “bab) n ol a iar area S regis 
National Union of Manufacturers, cause errors and _ = duplications rr Wot tnere more than a 
and the nationalized industries which may eventually cost pounds Ty lew any one das 
Each of the participating bodies in unnecessary postage Birt! deaths, enlistments, em- 
will subscribe directly to the One of the worst sufferers from grations and immigrations would 
inds of the council. Subject to duplication of this type is the be no ’ o executive councils 
the approval of parliament, a National Health Service, but a new and a patien index slip would 
government grant will also be scheme for the registration of! follow un Ire one area to 
available patients may have a lesson for the another he st his card and 
Sir Peter Bennett was appointed businessman The scheme. de could not remember in which area 
chairman of the Council at its 
first meeting in London, and M1 
Lincoln Evans deputy chairman 
Sir Peter Bennett was one of the 
oint chairmen of the U.K. Section | ’ | . 
f the A.A.C.P. until his appoint- BUSINESS 
ment (which he resigned earlier 
this year) as Parliamentary Secre- i Tomorrow’s 
tary at the Ministry of Labour. | | 
Mr. Lincoln Evans, general secre- cement 
tary of the Iron and Steel T: : Foremen ’ | eae 
Confederation, was one of the P Tee 
int chairmen of the A.A.C.P. up | * “\ ay 
to the time of the formation of ' n, i ) 1 
British Productivity Cour } RAINING for foremen is in the . i 
news. So BUSINESS sent an | sl 
editorial team of experienced in- 
dustrial reporters out to discuss 
what leading firms were doing to 
EADING motor manufacturers, secure good foremen. A survey of 
ncluding the Ford Motor what they found starts on page 45 
Company, Ltd., Humber, Ltd., 
Morris Motors, Ltd., and Vauxhall UR cover illustrates tool room instruction for an apprentice fitter 
Motors, Ltd., have formed a panel at Whessoe, Ltd., of Darlington. This firm of oil equipment 
senior production and material : f ae 
handling engineers of their par- engineers are progressive in the training and employment of engineer 
ticular companies to study and in- ing staffs at all education and age levels 
‘estigate the standardization of The original black and white photograph was taken by Walter 
material handling equipment as Nurnberg, F.!.B.P., F.R.P.S. 
applied to certain expensive and 
specific supply items AIN feature of the January issue will be an important survey of 
Object oJ age A gr is to obtain radio-isotopes—a new tool that is already helping progressive 
aGcgreement on the type of equip- 
ment most suitable wd the aime managements to cut costs and improve quality 
panies represented, and for each 
company to use this common 
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Tan-Sad chairs are 
now the established 
seating for modern 
and progressive offices. 
Typists and Executives 
alike require posture 
seating to attain 


maximum efficiency. 


Everyone works 


better ina 


Tan-Sad 


Manufacturers and Patentees 


THE TAN-SAD CHAIR CO. (1931) LTO. 


AVERY HOUSE, CLERKENWELL GREEN, 
LONDON, E.C.I ry 


SPECIALISTS IN SCIENTIFIC POSTURAL SEATING 
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stand 


ing “X 
lent and 


*TrValis 


4. OFFICERS 


Latest Month increase ( +) or Decrease (—) on a 


*“‘BUSINESS” INDICES 
(1948= 100) 
do 


Production 
Purchasing Power 


MANPOWER 
Total Manufacturing 

Industries (thousands) 
Cotton spinning and weaving do. 
Coal (on colliery books) ... do 
Reg. unemployed (U.K.)  _... do. 


PRODUCTION 
Index of production (1948-100) 
Coal (average weekly 
output) (thousand tons) 
Steel ingots and castings (do.) do. 
Cotton yarn (do.) (million Ib.) 
Woven wool fabrics (do.) 
(million linear yards) 
Passenger cars (do.) (thousands) 
Commercial vehicles (do.) ... do. 
Permanent houses completed do 


TRADE 

Value of imports (€ millions) 
Value of exports . .. do 
Freight train traffic (million tons) 
Retail sales (1947 — 100) 


FINANCE 


Currency in circulation (£m) 
Deposits in London Clearing Banks 
do 

Provincial cheque clearings 
(average working day) . do. 


WAGES AND PRICES 
Weekly wage rates (1947-100) 
Retail prices do 
Raw materials prices (1949 100) 
Mech. eng. ind do 
Elec. machinery do 
Building, etc do 
Import prices (1951 — 100) 
Export prices do 


Month Age Yeer Ago 


48 0.3 2.2 
2.2 0.5 0.3 


it 
° 1¢ 


>. # 


4,506 
330 
° 9.9 


* 25.86 
8.97 
4.95 
18.71 


238.3 
186.2 
5.21 
114 
1,391 
6,126 


5.68 


oO 
w 
o 


131 
136 
154.9 
151.4 
168.3 
133.2 
94 
104 


-—-nNwro- ON — — 
vroww 


*August. tOctober. {Four weeks ending 7th September. 1952 
All other figures refer to September 





by land, sea or air 
T & N Corrugated Fibreboard Cases and Corrugated Packaging are used 
extensively for export and home packaging of : 
FOOD AND CONFECTIONERY «+ WINES AND SPIRITS « ELECTRICAL GOODS 
RADIO « MOTORING REQUISITES e CHINA, GLASS, HARDWARE e PAINT 
PROPRIETARY CHEMICAL PRODUCTS . LEATHER GOODS . BOOKS 


FOOTWEAR e¢« FRESH FRUIT AND CUT FLOWERS, ETC. 


THOMPSON & NORRIS 


Pioneers of Corrugated Packaging 


THE THOMPSON & NORRIS MFG. CO. LTD., Great West Road, Brentford, Middlesex 
Telephone : EALing 4555 


FACTORIES ALSO AT CORSTORPHINE, EDINBURGH * SHIRLEY, BIRMINGHAM -* HISTON, CAMBS. » WARRENPOINT, CO. DOWN 





BUSINESS 








mer Managing direct 
Samas Accounting 
(Sales), itd has 
mously electe an 
member: 

The retiring president told 
annual general meeting that it wa 
a source ot! satisfaction to the Iin- 
dustry that the exhortations of 
the Government had been met 
The office machinery and equip- 
ment industry had fulfilled expor 
trade during 1951 to an amount 
£ 13,702,420 

“It is also highly praiseworthy) 

Dyer added, “that the 


of total exports oing t ed 
Canada and the U.S.A. hi: el Medium Dat 
nearly 20 per cent. in ir I 
of 1952.” 


qVOR SOME time, I.C.I. workers 
have been writing to their 
works magazine demanding ar 33% War Loan 
I.C.I. tie or badge so that they car 
recoqnize each other off duty In 


1 ; ; 
the current issue, a jaundiced type 





from the central publ city depart- 
ment comments “As badges get 
lost and ties wear out. might I 
suggest that w 1! tattooed 


a d hare done 





WORK STUDY FOR ALL 


VENHE DEPARTMENT of Indus- 
trial Administration of the 
College of Technology, Birming- 
ham, is to run a series of full-time 
courses in the practice of work 
studs The courses will be of six 
weeks’ duration and will be re- 
stricted to 10 students training for 
or holding, responsibility for work 
study in manufacturing industry 
Each course thus provides 102 
hours of instruction in work study 
including 72 hours of laboratory 
practice, and supporting instruc- 
tion totalling 60 hours in the fol- 


lowing associated subjects : 
(a) Relat Preference Shares 


Industrial ons—em- 





plover, worker, trades union rela- 100 

tionships 95 
(b) Factory Organizatio and 

Production Control—provision of 90 

production facilities; organization 

if work and material flow 85 
. Factoru Costing ieve - 170 

~ 





nt ot ost consciousnes 


#6 Ordinary Shares 
HOw THE cHaRT IscaLcuLaTen =| 50 
i 140 
The chart shows recent trends in 130 
the prices of various categories of eee 
British government and industrial 
securities. Source : Bank of Eng- ONDIFMAMIJJSASONDIFMA XH, AS 
land and the Actuaries’ Invest- 1950 1951 

ment Index. 
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z Z. 
s 
ff 
6 a 
4 . Ihe main cause of lost time in industry, according to 
( ae . 
=—7 the Medical Research Council, is sickness absence. Much 


ee 





of this absenteeism can be traced to the transmission of 


| contagious ailments through the use of communal towels. 


Roller towels mean 
waiting and congestion 

lost hours trans- 
mission of germs—ex- 


pensive laundry bills. 





Moisture Magnet: Ili- 


Dri towels absorb every 


drop of moisture Will 
not disintegrate when 
vet 





DISPENSER CABINETS SUPPLIED FREE ON LOAN 


cv as 





e; : : WITHOUT OBLIGATION 
eS i] 193 ® : : ‘ Mover r phone today for aus, 
RB : — ae demonstration of Hi-Dri paper 
, and further proof that ti 


PAPER TOWELS a 


HYGIENE PRODUCTS (Gt. Britain) LTD., 


11 Grosvenor Gardens, 


Westminster, London, S.W.1 
Telephone: VICtoria 1951/2 
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methods of cost yntrol based on 
work study 

(d) Communication expre 
slon in the written 1 spoken 
word 

(e) Human Aspects of Manage 
ment principles ol management 
relationships; measurement and 
use of abilities human relation 
problems in the introduction f 
work study technique 

Courses must 

continuous 
in industr 


of the in TALKING BUSINESS —\W. 
preliminary = AN hy | Arris (nght), newly elected 
students and s “ ; al president of O.A.B.E.T.A, 
practical roblems : chats with | Sime joint 
lirector Busines 
Publications, Ltd., beside the 
refresher conterences BUSINESS _ Stand at the 
time for past students B.E.E. at Kelvin Hall, Gla 
, vow Mr. Arri who 


The college fee for ne » is 


managing dir 


visits t 
the completion of eac 


managing director ort 
Burroughs Adding Machine 


Ltd., Wrote the opening 


rf) guineas le 1.200 
students have > 1 time 
instruction i \ 

establishmen 


. Q4 ment on the exhibition whicl 
l 1947 


; § “4 eines article for the special supple 


wa presented with our 
No en ber issu 


4 ee NATIONAL Cash Reg 


Companu 


has purchased 80 per 


bout £350,000 
puter Research 
ae . 
ANnGete comy 
and r ! 
(£13,000 
computers 
and ndus 
Computer's 
hope te 


puters 


GLASGOW B.E.E.—T. A. Kerr, Lord Provost of Glasgow, form 


opening the Business Efficiency Exhibition at Kelvin Hall, Glasgow 


-_ . . . November 4 This was the second B.E.E. to be held tl vear 
WHY GOOD MEN LEAVE 1953, the exhibition will be at Olympia in June 
“\yF can't hold our men when 
such big offers come 


along.” is an increasing], mmon 

cry Executive ability is scarce 

to-day So it is important to find | PROVOST AT POWERS 

out why the good man left. Not | The Lord Provost inspects 

often merely for money isually {| the new Powers single unit 

there is another more personal electronic multiplying 

reason Sometimes the firm has | machine which was shown to 

omitted either to tell the young the public for the first time at 

man about the job ahead or te the Business Efficiency Exhi 

develop his ability to handle it » bition at Glasgow. Several 
“Well over 5,000 people are pre machines shown by the 59 

moted to general management exhibitors had never been seen 

positions every vear,” says Major by the public before, and 

W. F. F. Scott, of Tube Invest- many more were new to 

ments “We should requl! al Scotland 

of technical colleges to | 

the training of this army 

itside training the on 

American management th 

It follows largely the 
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Nest-ege allocation... 


The Works Council has a very interesting and rewarding task this week, Its members are helping 

to plan their own pension scheme. This implies, of course, that it is a Noble Lowndes Pension 

Scheme that is projected, for the usual mass-produced scheme is not sufhciently malleable to 

make it worth-while listening to the usetul opinions of employees. Every Noble Lowndes scheme 

is ditlerent because every company is different, so that, once the Board have considered their 

requirements anda scheme is prepared to suit those requirements, it is possible to do the desirable thing 
to hear the views of the « mplove es’ re presentative sand to make subs« que nt adjustments ace ordingly. 

I mployees who have pl veda part in plannis atl irown future security understandab!| we awarmerl 

ind more permanent interest in their Company 

This is the experience of hundreds of Britain’s 

leading businesses who have had individually 

designed, non-contributory pension schemes 

installed by Noble | ownde s, the foremost cover upon appl 


pension consultants in the United Kingdom 


a. fi? Sy) CL |. 
Sec j Nob Ve ‘ tnntled Sopston SOVWWUECE 


38 LOWNDES STREET LONDON ‘ . { ‘ SLOANE 9922/3 
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Dr. Johnson, “90 per cent. of your 
education must come from your- 
self." Hence the attention given 
to individual training schemes 
within the American firm 

Progress made is reported by 
44 executives in the Development 
of Executive Talent (American 
Management Association, 576pp 
price to non-member $6.75) In- 
evitably 44 contributors repeat, 
overlap and contradict The 
technical jargon used is some- 
times tiresome 3ut careful read- 
ing of the 18 case histories gives a 
clear picture of such modern tech- 
niques as “planned understudy 
training,” “member-centred train- 
ing.” “multiple management,” and 
the fascinating “upward communi- 
cation” technique. The last named 
is itself studied in the “syndicate 
system” of learning used by Noel 
Hall! in training executives at ou 
own Staff College at Henley-on- 
Thames. These 18 case histories 
conform to ae general pattern 
which could be applied to many a 
business 


\* advisory panel of fuel ex- 
4 perts ts to assist ndustrialists 
i 


the Derby area, through a 


mutual aid fuel economy group, to 
ach ere an overall economu ot 
5 per cent. a year in the consump- 
tion of all forms of fuel and powe 
Trade unionists are icluded in tr 
panel It is computed that a 

ing of 25 000 tons of coal 

able 

firms whose consumptio 

100 to 250 tons 


was tron 


STEEL PRODUCTIVITY 
R ECOMMENDATIONS of | the 


report of the iron and stee 
productivity team are being 
thrashed out in a series of confer- 
ences organized by the British 
Iron and Steel Research Associa- 
tion, the Iron and Steel Institute 
and local metallurgical societies 
First of these conferences was 
held by B.I.S.R.A. in October to 
discuss the report’s observations 
and recommendations on steel- 
making. There were 114 delegate 
from 35 steel-making companies 
representing over 90 per cent. of 
the open-hearth steel-making 
capacity of Great Britain 
Keynote of the conference was 
set by Sir Charles Goodeve, when 
he said that the hard fact that 
emerged from the report was that 
productivity in the U.S.A 
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PUBLICITY THROUGH 
THE AGES I ndera canopy 
of modern posters, H.R.H 
Prince Bertil of Sweden opens 
an exhibition on Three 
Thousand Years of Pub- 
heity "in Stockholm. 





SMALLER AND CHEAPER 


LONG SERVICE-—Sir ‘Thomas G 
Spencer, chairman and managing 
director of Standard ‘Telephones & 
Cables, L-td., 


service badge from E.S. Byng, vice 


receives a 45-year 


chairman. ‘The occasion was a 
lunch given by 25 of his semor 
colleagues on the occasion of the 
45th anniversary of his entering the 


company 











ACROW INCENTIVE —-W. A. 
Vigier, manayinyg director ot Acrow 
(Engineers), Ltd., hands over to 
27-vear old Alick Elliott, a cheque 
for £1,000 (tax-free)—a bonus for 
obtaining orders worth more than 
£200,000, Mr. Elliott—an 8-a- 
week clerk was selected to go 
abroad as a sales representative of the 
firm early this vear 


Developed to meet the requirements of 


modern miniature valves and receivers this Plessey Type 19 LF. Trans 
former, in contrast to most miniature components, ts actually cheaper to 


manufacture than a unit of standard design 
through improved techniques 


This has been achieved 


in winding and assembly. Another 


advantage is a 50 per cent. reduction in weight over previous designs. 








UNDERWOOD-SUNDSTRAND 


ADDING MACHINE 


WITH THE TWELVE-KEY KEYBOARD 


BECAUSE there are only 12 numeral keys, arranged in 


. 
al- Sim ler’ 1 | mle . > nde he finger-tip 
natural sequence in a Compact area, all under the finger-tips 


bd od 
of one hand Touch operation is quickly and easily acquired 
There is an 


Underwood Sundstrand model EF. e BECAUSE it is simpler and because the newly designed keys 
especially suited to your asser have been shaped to tit the fingers, giving increased keyboard 
Adding-Listing needs — accuracy and positive finger-tip control The key touch has been 

one that will save you most time and 
money by eliminating waste time, 
reducing errors to a minimum and 


increasing » iclienc = =, 
increasing the efficiency of your = BECAUSE it is simpler and easier to operate and because 
organisation. : 
cushioned action throughout eliminates operating noise and 
ale reduces fatigue Touch operation avoids head swing and eye wandering 


~ 


lightened, permitting operation for long periods without fatigue - A 


slight touch of the finger operates the feature keys 


The compact keyboard reduces hand travel * Automatic column 


selection and automatic feature keys reduce mental effort 


UNDERWOOD - ELLIOTT FISHER - SUNDSTRAND 
4 ’ »(~) 
) hoced Me Uri}. Yusiness 


UNDERWOOD ELLIOTT FISHER LTD., 4-12 New Oxford Street, London, W.C.1. Telephone : CHA 313! 
Factories: Brighton, Sussex. Sales and Service Everywhere 
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whether measured , 2 

by furnace productivit 

er than in the U.K. b) 

two 

That such a discrepan 
unnecessary Was reve: 
fact that the labour 

the melting shop 

De WOrkKs Was 
man-nout! compared 
average figures quoted 1 
ductivity Report of 1 
U.S.A. and 0.52 for the 
spite of the fact that Ab! 
ise low-grade ores 

One of the most s kin 
ences between American 
tish practice reveaied 
l tne fact that coid m 
naces 1n_ tne United State 
driven 33 per cent. fast 
thos here, the ‘driving 

taken as taps per week 

it was vealed, has 











working for some ti 

questionnatlres ( n 
using available stati for com 
paring driving rate an l t W e h d 
in ditferent works A repor W d W b 
issued to all steel-making men e | £ e O n y 
bers of B.I.S.R.A. gives the pro- A 
ductivity and driving ite figures 
filth tec, or) FOwrtIine: 
1951, compared with figures f 
1950 given inthe 
R rt Firms at ‘coded and ‘ . . . 
“og CR neat The w eight of Otfice Documentation 
anonymous eagzue 


+ 


act accordingly. It is intended ts retards output. 


this intormatl 


iteresting tnat 


Koc apt ehe Gogh ne YOU NEED A 
ge 

Indeed, some of the hig} ] , 

ing rates come fron me of tl 


I 





WRITE TODAY 
Department No A.29 VV 


‘ONTRACT hh hs at 
eT ble. S , mopt +1 ‘ 
} t ird boy iged 
ter thre Roy ista 
Torce as apprentices or ia ‘ 
will be the first tir I 
tempt has beer nad oO ? 


the whole conceptio 
public schoo t and BRITISH ADDRESSING MACHINES 
( AND Warnes SYSTEMS 
d S¢ li? l 
i ania ' ‘ é - ADREMA LTD TELFORD WAY LONDON 
Siddeley Group Telephone SHEpherds Bush 2091 (PBX 
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AND BUILT TO LAST 


A new range of ADDING 
series MACHINES and SMALL OFFICE 


4% x 7 Wi BOOK-KEEPING MACHINES 
oo bY r made in Britain by 


A ltonal 


The FEATURES that make the difference ... Automatic Debit and Credit 
Balances; Automatic Grand Totals and Sub-Totals; Self-printing Noughts; 
Automatic Spacing; Automatic Punctuation and Colour Change (Red and 


Black); No Levers; Finger-tip Control. 


BUSINESS 





















Nien last lew Vears nave re- 
vealed a 
businessmen as to the calibre of 


growing concern by 


their foremen Before the wa 
the selection of foremen was ver‘ 
largely a matter of trial and error 


and training was limited to a rough 


and ready briefing by the work 
manager. Such a system worked 
reasonably well in peace-time, but 
with the acute labour shortage of 


the war years the economic waste 
ot error could not be 

Hence was born Training Within 
Industry a 
through which, in the last 
vears, some 200,000 foremen have 
passed T.W.I. has done—and is 
still doing—a first-rate job But 
progressive managements nave 
i that a good foreman car 
trained in a matter of hours 
Today many firms have their own 
chemes, and while these often use 
the methods of T.W_I., their scop 

usually much greater 

In this article. a BUSINESS 
editorial team surveys just what 
leading firms are now to 
select and train their foremen 
After an exhaustive examination 
of the material on the subject 
already published, the Editor pre- 
sented a detailed brief for discus- 
sion at a meeting of the members 


tolerated 


series ol courses 


eignt 


realize 


not be 


aoing 





of the team. Each member then 
visited two or three firms. and 
turned in a detailed report of what 
he found Finally. these reports 
The illustration above shows 


foremen on a training course at 
Imperial Chemical Industries. 
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How 
Better 





condensed into the artick 
published 

Two points must be made 
The foreman’s job is piimarils 
that of handling other people. The 


were 
now 


nere 


good foreman is born, not made 
and attention to good selection 1 
more than half the battle. Once 
the selection has been made, how 


ever, sound training methods can 
develop character and personality 
more rapidly and surely than any 
other method. The 20 years’ ex- 
that our fathers thought 
to make a good foreman 
into one or two 
Survey 


perience 
necessary 
in be telescoped 


In making its 


BUSINESS went in the main to 


We Get 


A Survey of Training Methods in 
British Industry 


By a BUSINESS EDITORIAL TEAM 


BUSINESS 


The Journal of Management in In 


Foremen 







firms This was inevitable 
these firms that have 
pioneered foremanship training 
schemes. But the manager of the 
smaller firm need not despair. He 


large 


Since it Is 


cannot, to be sure, afford to run a 
residential training centre of his 
own, as can some of these giant 
concerns. But he can easily afford 


to send one or two of his foremen 
to the residential centres operated 
by outside organizations, and to 
ocal technical colleges. The train 


ing facilities open to the smaller 
firm are as good as, if not better 
than, those available to the larger 
All that is needed i the will to 
ise them 


How the Survey was Made 


A= an exhaustive survey of published material on the 
subject, BUSINESS editorial staff prepared a detailed brief 
and a list of firms known to have successful training schemes in 


operation. 


A team of reporters, consisting of A. K. Astbury, 


Geoffrey d’Egville, Philip F. Dyer, L. V. Josephi, Pau: Nugat and 
A. G. Thomson visited the firms selected. 


Firms visited included :— 
ASPRO, LTD. 
ALFRED BIRD & SONS, LTD. 
BRUSH-ABOE GROUP 
CADBURY BROS., LTD. 
CARRERAS, LTD. 
GENERAL POST OFFICE 
IMPERIAL CHEMICAL 
INDUSTRIES, LTD. 
IMPERIAL SMELTING 
CORPORATION, LTD. 


NATIONAL COAL BOARD 
ROYAL ORDNANCE 
FACTORIES 
SHELL-MEX & B.P., LTD. 
STEWARTS & LLOYDS, LTD. 
TUBE INVESTMENTS, LTD. 
UNITED STEEL 
COMPANIES 
UNILEVER, LTD. 
VAUXHALL MOTORS,LTD. 


The individual reports of these writers were then combined 
and condensed into the present survey. 

















‘ e ry. | : 
Choosing : OMOrrow s mag ete. 
= the intervie 
‘ sistent patte 
Foreman mange fr He qed 
l Foreme! id departm« 
managers are responsible 
ting andidates 
Interviews still form the basis of selection of foremen > escenanel gre oo 
in most British firms. But interview techniques are 
studied carefully and systematized to ensure that men are 
chosen by merit and suitability alone. 


| — THE WAR a wl The 
batter rf ts designed t BUSINESS 1 editoria 
neasure in » special apti- ever nfirms the A.. 
» devised assertion that such tests 
Britain and _§ far f id very limited use i yard int 


were used with 1 Nevertheless, isolated  in- 
intered Leve! 


have made con- 


candida 
and either 
th cx mends a parti 
candidates f promotion fro! erable » of psychological tests 


The <tensive ( 1 se \ ie Nationa 


th y 
ing, the ipe 


the ranks 
experimental tria h tests f Ir al ychology 
ana nave been 
wit! the 
erican Cou n ) my F Chemica Industries 
team on the Trainin als Division have used an apti 
in selecting chargehands e made 


tion to foremen. which is 


{ Message to BUSINESS 
fron 


SIR PERCY H. MILLS, K.B.E. 


President, Institute of Industrial Supervisors 
and Managing Director, W. & T. Avery, Ltd 


J COMMEND this sur 
selection and trainin 
!] ith foremans/ 


strain Ti SELECTIO 


i than frame metl 


N proce 
i ds des 
ver befo 0 are gen 
The es Oo r\ training a compe 
scheme 1 a i f st place imdustrial 
thousands of small firms in 
qualification Raising the standards 


ledge of the job l pre cal l ? in these units ouid 


upon oom sete on ha 


experienm and trainin men this § eas in predusti 
foremen must De selected characte ¢ en eq mect ft 
Lack of personal qualities demanded l j ‘ yrogramme, and all 
from foremen toda annot 0D re compet 17% conditions mn ) ciency Tran 7D 
placed by trainin markets to be met What ro it does 
1/1 foremen need instruction in tl done for them comp letion of any particular 
techmical side of management, the In the smaller firms, the foreman Foremen have the individual 
application of modern techniques and ‘ ! still includ many of the sponsthility of keeping themselz 
/ ] j 


performed in the large to date and well informed, 


control methods in the human wtions 
tn thew 


aspect of management and fire factory by various Spe ralists Hrs contacts ith colleagues 
achievement of results through effec responsthilities are often wider than and other firms so that the exchan 
tive leadership of the working group those colleague in the large of tdeas and the pooling of experienc 
Into this pattern of general trainin orgamzation. He is more directly may assist in this continual process 0 
to include the n control of production, and training — developing ell v7 d 


cach company needs te [ informed and in 
specialized requirements relati facilities ill enable him to make a telligent supervision 


/ 
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department The de- 


entered by the 


education 
talls are depart- 
ment in an 
ind another 
ipplicant’s 
visor This 
tails and comments as to the suita- 
ility of the applicant for training 
When the form is returned the 
ipplicant is asked to attend for an 
initial interview with representa- 
tives of the personnel and educa- 
tion departments. Obviously, un 
uitable candidates are ted at 
this possible candi 
lates are invited to attend 
selection pane This con 
sists of a personnel manager, 


factory manager ind the 


applications reg) 
form is 
departmental 


sent to 
super- 
r 


asks for further de- 


re je 


stage, but all 


second 


ucation officer. in the cas 
vorKs applications, and 
sonnel manager, the chie 
officer, the factory 
the controller (of! 
cision is given 
candidates are 
re-appi\ atel 
l ones are told that 
either (a) started on 
standard training course 
diately, (b) started later, (c) be 
transferred to othe: gain 
irther experience before training, 
(d) be given form 
training. The names of all 
indidates selected are immedi- 
itely entered in an appointments 
register 


4 ] } 
Wlil De 


imme- 
work te 


yme special 


Interview Techniques 


The pattern of the interview wi 
vary from firm to firm and from 
yne applicant to another within a 
single firm. Most firms stress that 
what they are 
foremen as such, but in 


who 


looking for is not 
lividua 
period as 
men, rise higher in the hierarchy 
Educational and technical short- 
omings in candidates are not re- 
garded seriously, can be 
removed | training 
What is essential ibility 
te handle human 

The assessment of such an 
ability is not easy 
no objective vardstick of 
er The that a selection 
panel take into consideration were 
epitomized by Vau Motors 
Ltd.. as follows 


intelligence 


can, alter a fore- 


since they 
suitable 
is a latent 
beings 


since there 1s 


charac- 


factors 
xhall 
Level of 
Age; 

Appearance; 


Standard of health; 
Ability of an applicant to 
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A 4-Point Selection Scheme 


Foremen and departmental managers are responsible for 


spotting potential candidates for promotion and putting 
their names forward to a permanent or semi-permanent 


selection board. 


Any operative who feels that he has been passed over can put 


his own name forward. 


A preliminary rough screening, usually based on the candi- 


date’s record, eliminates obviously unsuitable personnel. 


The selection board interviews the remaining candidates and 


either rejects them or recommends a particular form of 


training, the supervision of which is carried out by a training 


officer. 


press himsell in an 
ind coherent manner 
Initiative; 
Potentiality to make pi 
Mental stability; 
Manner of appr 
Appreciation ol 
iems, 
Acceptance of the thesis that 
discipline should be by 
example, and 
acceptance, and 
and 
bility to reason 


contentions 


ach; 


human prob 


leadership by 
not dictation 


ogically and to 
support with evl- 
dence 

With such vague 
inevitable that 
hould range widely in sut 
be protracted in time—between 
two and three hours for a single 
interview was a commonly quoted 
experience. Here is a description 
of a typical interview of this type, 
as given by Colonel F. Russell 
D.G.O.F. Training Officer, R.O.F., 
Swinnerton 

“At the beginning of each inter- 
view the chairman will start the 
all rolling by putting the appli- 
cant at his ease, and will then out- 
line the requirements of the job 
He then briefly checks the infor- 
mation given on the application 
form to elucidate any facts that 
are not quite clear. Having got 
the applicant talking, the chairman 
passes the questioning over to the 
other members of the board from 
the departments, whose questions 


criteria, it 1S 
interview 
ject and 


any 


production techniques 
ls and the requirements of 
The labour manager will 
the man’s labour re- 
ation from variou aspect 
Finally candidate is asked 
whether there is anything he 
would to ask the board 
There rigid system of mark 
ing, and tion is by agreement 


ft membe of the board 


deal with 
ind ski 
the job 


then 


An * Acting List’ 


n alternative to the interview 
technique of selection is that prac- 
tised by the Post Office 
Supervising officers submit the 
names of suitable postmen for in- 
clusion on an “acting list”; nomi- 
act epted automatically 
unless anything is known against 
them. While on the list the post- 
man continues his normal duties 
but during the holiday season he 
will be called upon to do some six 


General 


nees are 


weeks’ duty as an assistant inspet 
tor (the next higher grade) at the 
minimum scale for the grade 
During this period he is under ob 
servation from the uper 
vising staff, and at the end of 
every month, or of the six 
period, a report is made on hi 
performance—where possible by 
someone in a grade higher than 
that to which he has tem. 
porarily promoted. 

The report made on a 


nignetr 


weer 


been 


tan- 


47 





dard form, according to five cate- 
gories outstanding very good, 
satisfactory, indifferent and poor 
The qualities listed general 
knowledge of post office work; per- 
sonality and character; 
judgment; power of taking respon- 
sibility;. initiative and energy; 
facility of expression, both orally 
and in writing; address and tact; 
power of supervising staff; and 
organizing ability. 

Such 


are: 


force of 


reports are passed to the 


T.W.1. The 


head postmaster, who therefore 
has a running report on the abili- 
ties of his potential super- 
Thus when it is necessary 


1] 
all 


visors 
to appoint 

permanently 
tion 


assistant 
the standing 
board not only 


an inspecto! 
promo- 


has a pool of 


for years, 
work, but 


f appraisement 


men who have, possibly 
done 


some 


supervisory 


also has a series « 


reports, yea! year, on their ir 


dividua 


First Stage 


performances 


Whatever else may be included in a foremanship training 
scheme, the original Training Within Industry pro- 


gramme introduced in 1944 
the basic 
4 tag veevene Within Industry for 
Supervisors,” or T.W.I., was 
le first systematic attempt to 
train foremen Introduced from 
the United States in 1944, the first 
were held in the Roya 
Ordnance Factories; the next two 
years aw a rapid expansion 
under Ministry of Supply encour- 
agement, to firms on war work 
Sin 1944 nearly 
have trained 
cheme 
Today T.W.I. still 
as the basi 
training. A 
the survey 
training sé 


tl 


course 


200,000 foremen 


been under T.W.I 
holds its place 
in foremanship 
the firms covered in 
had developed their 
hemes far beyond thi 
practica all insisted 


iat candidates for further train 


t ize 


Stage, but l] 


+} 


How Training 


ANNUAL TOTAL FOR ALL 


still holds pride of place as 
method. 


ld first the T.W.I 
amme The sole exception 
was the Royal Ordnance Factories, 

extended programme m 

includes T.W.I 

T.W.I. programme is 
dard practice in all firms. It falls 
into three parts: Job Instruction, 
Job Re and Job Methods 


Job Instruction show 


lake 


prog! 


stan- 


itlons, 

now t 

so tnat 
the 


‘ " ¢h 
wn ne 


prepare to give instruction 


it can be easily absorbed 
’ 


earner; how to “break do 


job into convenient 


now to pick out point 


eritical for ucce tu 


portions, an 
which were 


completion 


the super- 
to prevent 


ationships from arising 


Has Increased 


a 


<3 


DIVISIONS: IN MAN-WEEKS 


Steps in T.W.I 


Job Instruction 


Teaching the foreman how 
to train his workers. 


Job Relations 


How to avoid difficulties 
on the shop floor—and how 
to tackle them when they 
occur. 


Job Methods 


How to make the worker’s 
job easier and his efficiency 
greater. 


method to 


It also gives him a us 
chd 


in seeking to solve those whi 


e 


arise 
Job Methods training li 
ways to improve existing method 
involves an analysis of the pre- 
‘nt method, detail by detail. Each 
detail is then questioned as to its 
necessity, and the possibility is 
examined of doing it a better way 
Finally, a practical 
formulated for improvement 
submitted to management for 
approval 
Training is 
discussion methods, 
five two-hour 
gramme. These are genei ’ 
within a single week, from Mon- 
day to Friday, with some 
between each programme 
The first step for business- 
man who wishes to consider intro- 
ducing T.W.I. is to contact 
with the Regional of the 
Ministry of Labour Nationa 
Service, which will for a 
trainer to call to discuss details 


inciudes 


suggestion 1s 


ana 


+} 
clic 


carried out by group 
and consists of 
ch pro- 
y held 


‘ 


sessions fore 


weeks in 
any 
make 
Office 


and 


arrange 
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Where to 


Train 


Opportunities for training are available both within the 


plant and at outside courses. 


Even the smallest concern 


can benefit. 


VEV.W.I. is « 
foremanship 
further training 
question as to where such training 
should place. In pr 
there are six alternatives 
The 


T 
wOCAa 


the beginning 


any raises 


take ictice 
itselt 
evening scnools 
Local technical colleges 
Residential courses at dis- 
tant technical colleges. 
Residential c 
a voluntary organ 
Residential 
the company 


most ol 


factory 


urses 
(6) 


courses 


In 


taken 


the firms that have 
training in- 
tegrated programme ha been 
worked out that 


than these 


serioustiy an 


includes more 


one of alternative 


Residential Centres 

The maintenance and stafling of 
a permanent 
trainees Is 
burden that borne only by 
undertakings of some size. The 
residential centre set up at Erding- 
ton, Birmingham, fou 
by Tube Investments, Ltd., is 
Georgian mansion standing in 
acre of garden, with a conference 
hall seating 50, 


+ 


residential centre for 
obviously a financial 


can be 


years ag 


also chart and film 
projection equipment, a reference 
library containing technical books 
and periodicals relating to subjects 
studied, a « room furnished 


with 


ommon I 
chairs and wireless, a 
dining room seating 30, and seven 
bedrooms with 17 beds. Residen- 
tial centres on a similar s« are 
run by Imperial Chemical Indus- 
tries, Ltd., at Darwen (the Plastics 
Division) and Widnes (the 
General Chemicals Division); by 
Unilever, Ltd., at South Kensing- 
ton, London; Joseph Lucas, 
Ltd., at a house at Moseley, Bir- 
mingham, formerly owned by the 
late Mr. Harry Lucas; and by the 
Royal Ordnance’ Factories at 
Swinnerton R.O.F 

Many of the advantages of a 
permanent residential centre, at a 
tithe of the expense, have been 
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easy 


ale 


DV 


obtained by a number of othe 
firms who make a practice of tak 
ing over the whole of an hotel in a 
tourist centre during the winte! 
months. Such hotel courses range 
from a week-end 
the Imperial 
tion, Ltd., to as long as 
weeks in the case of the 
Steel Companies 

Even if the question of 
discounted, however, it is ‘ 
minority of firms that can provide 
ufficient foremen at any « time 
to man a <¢ residentia 
course without disrupting produc- 
tion. Hence there has | 
ast few ve rapid 
ment residential for 
run voluntary organi- 
zations, such the Industria 
Welfare Society. the Institute of 
Personnel Management the 
National Institute of Industria 
Psy ana he Institute otf 
Industrial Supervisors These 
rt—a 


ana 


the case oO 
Smelting Corpora- 
three 


United 


ne 


omplete 


een, in the 
ars dl deve p- 
in courses 
loremen 


chology 


‘ourses are normally — sh 


week-end or at most a week 


f 
‘) Places to Train 


readth 


»€ 


a 


acn 


‘7 


Discussion groups in the 
factory or office. 


Evening courses in local 
institutes. 


Part-time day courses 
in a_ local _ training 
college. 


Residential courses at a 
technical college in an- 
other town. 


Residential courses run 
by an outside voluntary 
organization. 


Residential courses in 
an hotel taken tempor- 
arily for the purpose or 
in a permanent training 
hostel. 


uuntry 
Hil 
man 
will 
ingle tnat a 
experience is available 
as wide, if not than 
similar 


notels I 
a Ashorne 
from as 
firms 


conterence, so 


Fi 


remen 
different 


al- 


wider 


erea Dy a 





limited to personne! from a 
firm, however large 

An interesting experiment has 
been the provision by the Institute 
of Industrial Supervisors of a 
week-end for foremen 
drawn from a single firm—Alfred 
3ird and Sons, Ltd The course 
followed standard save that 
it ended with an address by the 
firm’s Managing director on com- 
pany policy and organization, 
lowed by questions and a very free 
discussion 

If industry has 
training 
nizations 


single 


course 


ines 


fol- 


een the need for 
so have educati orga- 
Certain local technica! 


idential 


mai 

colleges are running res 

similar to 
organizations, 

i participants must, In 
live in local hotels 

course The pioneer in 


courses 
voluntary 


’ 


those ol 


during 
this 


vas the Leicester ( 


What to 


Ty 


Technology and Commerce, which 
has provided 54 
courses in the last 
tended by about 
men trom over 


college has 


three-week 
SIX at- 
a thousand fore- 
150 firms The 
run week-end 
Qther technical colleges 
notably at Glasgow, Leeds and Bir- 
mingham, are now running simi- 
lar courses Other educational 
organizations offering facilities for 
training foremen are Cheshunt 
College Cambridge (an eight 

ourse), Pendley Manor, 
and Ashridge 


years, 


also 


courses 


weeks 


Tring 
The Technical College 


Che contribution of the 
technical college to the training ot 
foremen, however, is the provision 
wo-year course, held one day 
on the principle the 


main 


AL od 


Cn WeeK 


ain 


Any foreman must have a technical training. What is 


important is his attitude to his job. 
relations and management subjects loom 


human 
large in 


Hence 


curricula. 


( i J ty pica! cour 


ibe Investment 
time may be divided a 
Introduction per 
Human relation 
Personal 
cent 
Economics, 10 per 
Works visits, 20 per cent 
“The inquest,” 2 per cent 
This division can, on the 
be taken as a fair generalization 
the bulk of the firms visited, 
though slight variations will natu- 
rally occur in the proportions 
Training in human relations, in 
this context, includes a 
activities from formal 
such subjects as factory law as it 
alfects the foreman; addresses on 
how to deal with certain types of 
problems often encou! 
hop floor: t 
incident 


development 


cent.; 


whole, 


for 


range ol 


lectures on 


tered on tne 
ast sions on 
drawn from ex- 
hypothetical “Case 


have 


specific 
perience or 
histories,” in 
been involved 

Economics is perhaps an unfor- 
tunate term; what is meant is a 
concerted attempt to put the fore- 
man “in the picture” as to his 


which foremen 


50 


position in the firm and his 
tionship with other members of 
management This is normalls 
achieved series of addresses, in 
which departmental managers and 
executives tne 
1d the depart 
The cost accountant w 
ibout the 
anager and so on 
The third important factor—-per- 
development—is, in the 
y-product of other aspects 
in the course. One angle only can 
with explicitly—that of 
mmmunication 


describe 
work of their 
‘ ) 

costing Sales 


. 1) y 
about selling 


sOona 


main, a 
e dealt 


indus- 
one of communi- 
the importance at- 
firms to the train- 
skills as 
Joseph 


The job of the foremen in 
try is essentially 
cation Hence 
tached by mans 

f toremen in 
speaking and 
Lucas, for instance, include in 

ten 1-2-hour weekly 
sessions on eifective speaking for 
management and supervision, and 
a similar course on the technique 
of the written word, covering let- 
ter writing. reports, memoranda 
minutes, etc. These courses are 
taken by small groups of from six 


such 
writing 


their c 


surse 


continuation course Many 
this nature have been 
introduced during the last year or 
two, and are being increasingly 
used by industry. They tend to be 
somewhat more formal in content 
than the residential and 
participants are trained for some 
specific end, such as the certificate 
of the Institute of Industrial 
Administration Certain trade 
associations, such as the Federa 
ion of Master Printers, the British 
Iron and Steel Federation, and the 
National Federation of Building 
Trades Employers ponsored 
more foremanship 


day 


courses otf 


courses, 


+ 


nave 
specialized 
courses at technical c« 
with its appropriate 
Finally, many technica 
and evening schools have pr 
evening foremen 
there is little evidence tha 
have proved ell« 


l lege eacn 


certificate 

lleges 
vided 
courses lol 
t these 


tive 


to eight. Tube Investment 


i good deal of im 


rlance t 
ire termed “ecturette 4 
given by inder 
training 
and 


the men 
hints on how to give 


one 
tudents 
ucn 
vided early 
Lever Bros.’ 
at Port Sunlight inarticul 
invited to give a 
address on any subject like 
far it removed 
from the subject under discussion 
All the companies 


onsiderable attention to the 


talk are usuaily pri 


> course cou! 
bers are short 
they 
nowever may be 


surveyed pala 


organization of visits by 
foremen or 
other factor 
industry or in 
he locality 
The effect of ich visits 
not to give the 
whether a new 


indiviadua 
parti to 
either in their own 


indu 


organized 


tries ! 


other 


merely forem: 
recrult or al 
man i sidelight 


problems of 


lished 
foren anship 
factories visited, but to yield 
could 
own 


hints which he 
tively in hi 
mediately on 


Unt 
fact 
his return 

actual technical 
course varies 


concerns where 


The amount of 
training given in 
widely In some 
the foreman is engaged 
supervising unskilled 
ioOiIngg an asS¢* mblv or 
no technical 
at all; in other concerns, such as 
I.C.l., where the foreman must 
understand the operation of com- 
plicated plant, lectures and demon 
strations by technicians play 


large part 


any 


merely in 
workers 
packaging 


job training 1s 
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10 xX 11 2é 2 3x 


MONDAY Brief Descriptic 

by each memb 
26th May introductory ong ga 
Toth 


f his own 


perticuler ‘ The Lucas Organisation 


function 


TUESDAY 


27th May 


WEDNESDAY 





HAMPTON STREET 
Job Reletions LS TRAININ SCHOOL ANE 
DES INSTRUCTION DEPT 


28th May 





THURSDAY 


29th May mr sality Standard nd Procedur apartment Write Report or 
Previous Dey: Viw 


FRIDAY 


30th May ate Job Relators 


A typical programme of one of 
the many training courses run by 


How to Train a 


Good foremanship depends on character—hence the 

“how ”’ of training is as important as the “ what”’. 

Modern training techniques aim at developing character 
and individuality. 


more specia 
indamental 
den the Ir 
experience 
he more extended co 
i in large me 
f planned 


i rie Va\ 


carried out is just as important as ns involves 


not more important tha nding anything 
actual content of that trainings four weeks each in 


Character-building is ; ) ] different department 


DECEMBER, 1952 








In new surroundings, coun 
try house or hotel remot 
trom the shop floor and 
home, the foreman trainee 
shoulders with others in the 
position as himself, but with 
ferent industrial backgrounds, 
with the executives responsible for 
running the course 

Just what this means 
summed up by C. E. C. Eastman 
education and training officer of 
Unilever, Ltd Speaking of the 
South Kensington centre, through 
which over 400 supervisors, 16 at 
a time, have passed in the last four 
vears, he “These courses are 
of particular interest in providing 
an environment in which the 
supervisor's individuality may be 
given full play He is away from 
the routine; there is no 
scholastic atmosphere; he and his 
15 companions. drawn from Uni 
lever companies, 


Veens 


both 


alit- 


ana 


Was 


Says 


factory 


and ated 


FLOW 


TO MAKE A 


FAMILIARISE YOURSELF 


FLOW PROCESS CHART 


pee vomcrages — TaR® Srepert ame serarrete 


same 


t about the room in comfortable 
armchairs, and the atmosphere of 
a conference is carefully fostered 
and maintained throughout. While 
on the course, supervisors are able 
to meet and mix On an equal social 
footing with top men in the 
organization. The aim is to make 
them think and to enable them to 
evaluate anew some of the out- 
side factors which govern their 
familiar routine. Away from thei: 
daily they are able to see 
those better perspective 
most certainly pro- 
a changed outlook, and if a 
may not send a man 
a better engineer or whatever he 
may be, he will certainly return a 
better foreman. with greater 
fidence in himself and his 


ployers better able to 


jobs 
iobs in 
This, in 


duces 


Cases 


course back 


con- 
em- 
and handle 
the problems which present them- 
the job.’ 


irses 


seives on 


Such co are used by firms 


PROCESS CHART 


like Lucas and Vauxhall to supple- 
ment job rotation; they are even 
more valuable for the smaller 
firm without the neces- 
sary for Run by 
an outside organization such 
courses offer the foreman from a 

opportunity 


firm of this type an 
for exchanging experiences that 
no other way 


resources 


sucn a rotation 


he can obtain in 

That it is an exchange of experi- 
ence, rather than mere 
sorption of copy-booK MaximMs, 1S 
recognized by the universal accept- 
ance of the discussion technique as 
the t means of training. All 
the companies surveyed used dis- 
cussion as the basic method in all 
types of training, though detailed 
application varied 


the ab- 


bes 


Vital 


Discussion is 


In some discussions were 
opened by the presentation of a 
paper by an expert—either an 
executive of the company or an 
outside specialist In others, the 
opening was done by a member of 
the group who had been previously 
briefed. Once the ice had been 
broken, however, every effort was 
made to get the fullest participa- 

h member of the group 


cases 


tion by each 
in the ensuing discussion. 

The speech training courses 
mentioned earlier played their 
part here, and in some cases were 
integrated with the discussion 
groups. One interesting sidelight 
the United Steel of 
a recorder to demonstrate their 
faults to the foremen. Good 
chairmanship was generally held 
vital factor in successful 
discussion; so, too, was the size of 
the group—fifteen was the largest 
reported, with the average 
tween eight and ten 


was use by 


to be a 


be- 
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Severa companies 
syndicate” techniaue 
Harvard Business 
and subsequently adapted 
Administrative Staif C 
Hendon In this method 

groups identical prob 
em and thrash out 
tion Later, the tv 
and compare the 
have reached 


used the 
originated 


by the School 


qaiscuss an 


an agreed SOLU 


solutions they 


The Syndicate System 


A typical 
the syndicate system is described 
y the United Steel Companies. 
The two groups meet separately to 
discuss problems arising from 
situations on the shop floor. The 
problems can be drawn from any 
situation known to members. Two 
examples: “Absenteeism is causing 
grave discontent to those shift 
workers in your department who 
ive in the immediate neighbour- 
hood The workers who come 
from a distance miss the buses 
that would get them to work in 
time—or frequently miss shifts, 
causing the local men to have to 
work over. The outside workers 
account for 10 per cent. of your 
labour force, and are mostly em- 
ployed on labouring and the less 
skilled How would you 
attempt to with the prob- 
lem?”’ 

Or, “You receive 
from a superior in your depart- 
ment always in oral form. He 
will not give written instructions 
and on several when 
things have turned out badly 
owing to his instructions being 
he has avoided the respon- 
sibilits You receive an instruc- 
tion from him which you believe 
will hamper production How 
will you deal with the problem?’ 

Nine 55-minute periods are de- 
voted to such discussions One 
member is responsible for stating 
the problem, offering a solution 
and indicating what action he 
would take. Another member 
acts as secretary to the group, 
making a note of points arising, of 
the action decided, and of the final 
conclusions arrived at by the 
group. A third member acts as 
chairman to ensure all opinions 
are voiced. The use of the black- 
board for notes and diagrams is 
very much encouraged. By writ- 
ing important facts on the board, 
discussion is kept to the point 
The discussion time is divided 
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discussion group on 


jobs 


deal 


instructions 


occasions 


faults 


minutes tor the statement 
owed 

‘neral discus- 

speaker gives 


ided 


probiem 
lutes Tor 
Then the 
lution and 
final 1 
and 


The sé 


isses the solution 
alternatives 
up at the end 
danger with discussion 
groups is that, if their activity is 
not adequately channelled, the dis- 
cussion will tend to dissipate itsel 
in purely theoretical controversy 
This can dé avoided as 
many successful groups have 
shown. Even where problems are 
discussed in terms 
opener of the discussion puts 
ward those aspects commonly 
countered on the shop ficor 
terms that are familiar 
trom experience to ithe 
In other instances, hypothetical 
“case-histories” are elaborated in 
terms of Mr. A. and Mr. B, with 
the query, “What should A 40?” 
Case histories can be shown as 
concrete problems by visual aids, 
such as films and film strips. Over 
half the companies visited 
using the film strips produced by 
the Industrial Welfare Society. 
These consist of a series of still 
pictures on 35mm. film capable of 
being shown in a cheap portable 
projector. They portray typical 
case studies of difficult problems 
that have occurred in actual day- 
to-day experience in the factory 
or the office. and are accompanied 
by a written script. A 
or dialogue is recorded on a 
gramophone disc, and the picture 
and story are synchronized. The 
recording ends with the question, 
“What should the person involved 
in the situation do? What would 
This is usually sufficient 
to start the discussion, but a series 
of key points and questions is pro- 
vided to assist the discussion 
group leader Film strips are 
available for use by industrial 
foremen, office workers, retail and 
department workers, and 
canteen services The film strip 
department can produce 
visual aids to order 


retary 


danger 


general 


already 


forome 
remen 


were 


soliloquy 


wou do?” 


stores 


also 


Role-Playing 


A similar technique that is 
growing in popularity is that of 
role-playing, in which the case his- 
tory is enacted as a playlet by 
members of the group reading 
from a prepared script. Role- 


A section of one of the widely- 

used film strips for supervision 

training prepared by the iIn- 
dustrial Welfare Society. 


playing has been used by the 
Brush-ABOE Group for general 
foremanship training, by Unilever 
in training oflice supervisors, and 
by the Imperial Smelting Corpora- 
tion and other firms in 
training 

Other firms prefer 
real life situations, rather than 
with imaginary case histories 
Vauxhall Motors, for instance, re- 
gularly refer pecific problem 
that have arisen in the factory to 
a study group of foremen with a 
request for a 
methods of solution 
cedure combines the 
training by discussion 
finite contribution to 
management 

Practically all companies said 
they greatly valued organized 
visits of parties of foremen to 
other both in the same 
industry unrelated indus- 
tries Many too, encouraged 
their foremen to join organiza- 
tions such as the Institute of 
Industrial Supervisors. 


Saltety 


to deal with 


report on suggested 
Such a pro- 
function of 
with a de- 

effective 


factories 
and in 





progres i removed ron ne 


scneme. Once the toreman nas 


Checking the Results oe Peer Seen 


Foremen once trained do not stay trained. They must \ 


formal assessment cease 
automatically becomes 

of the company’s n 
liaison group This 
about 500 people, inclu 

tion heads, staff supervisors 


rks foremen. The group 


be permanently integrated into the management struc- once a month for meeting 
ture. And they must be continually given opportunity has an elected committes 
and encouragement to widen their experience. meets senior members of 


WY throws 


ng severa 
nanagement 

man has benetited f1 
ing: second, how long 
will last before furthe 
needed; and third, whi 
if any, are sultable 


training and promotion 


Each problem invo 


assessment ot! the 
man In the ni 
such an assess l 
the considered opiniot 
man who is in 
his work. This 
to t) + and 

WOrkK 


Ordnane 


tori 
tion 1 
is notably 
Where a 
rating scheme is in 


instance, in Imperia 


Industries—the perform 


foremen is assessed aut 
with the rest of the staff 


agement for discussions on polic) 

and companys activities The 

xistence of this group hi 
foremen tee 

playing their fu 


na 


+ 
ia ul 


it 


ment 


y stage 
any candidate 


itl ctor 


Where You Can Get Help 


A check-list of organizations offering courses or other 
material for training foremen. 


Association of Supervisors’ Discussion Groups. 

British Association for Commercial and Industrial Edu- 
cation. 

British Institute of Management. 

Cheshunt College, Cambridge. 

Industrial Welfare Society, 48, Bryanston Square, London 


Institute of Industrial Administration. 

Institute of Industrial Supervisors, Bank Chambers, 49, 
Temple Row, Birmingham, 2. 

Leicester College of Technology, Leicester. 

National Institute of Industrial Psychology, 14, Welbeck 
Street, London, W.1. 

Pendley Manor, Tring. 


8, Hill Street, London, W.1. 
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How *Multiple Management” 


Saved a Bankrupt 


Business 
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workers ¥y preparing detailed 
production overhaul which evened 
out production throughout the 
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with the result that 
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How Multiple Management 
Works 


1. A junior board of executives and clerical workers discusses 


methods of increasing efficiency and improving working 
conditions for the company as a whole. 


* 


Similar boards for the factory, for salesmen, and for clerical 
workers concentrate on their own departments. 


* 


Each board sends a representative to the meetings of all 
other boards. 


* 


Recommendations are made in reports to the board of 


directors. Most of them are accepted. 


* 


Junior boards have the right to demand all types of informa- 
tion concerning the company’s activities and policies. 


* 


Regular staff meetings enable top management to explain 
policies and decisions to all personnel. 
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Student apprentices devote two full days a week to lectures at the Leicester College of Technology. 


How One Firm Make Sure of 


Tomorrow's Skilled Workers 


By WILFRED ALTMAN 
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The Mellor Bromiey 
Training Scheme 


vaEious Worns of the Group. — . STUDENT APPRENTICESHIP SCHEME 
For youngsters reaching ‘‘ matriculation "’ standard. 


1. Five years’ course in workshop methods. 
2. Two days a week at technical college. 


Specialization in either engineering (as draughtsman or 
production engineer) or textiles (sales or service en- 
gineer). 


CRAFT APPRENTICESHIP SCHEME 


For youngsters not reaching this standard. 


1. Five years’ course in one of eight specialized engineering 
trades. 
One day a week at technical college. 
Attendance at evening classes. 
Possible promotion at 19 to student grade. 


BOTH SCHEMES 


1. Six months’ probationary training. 
Special classes in textiles at works school. 


on performance. 


2. 
3. ‘* Apprentice bonus 
4. 


Apprentice prizes. 


Scheme No. 


in¢ macnine 


pe Cla 


either in the S 


ing or Textiles 
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MANAGEMENT AT WORK 


























FILMS COULD WIN DOLLARS 
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- joint 
the Film 
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managing 
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own projection quipmen 
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teresting am rmative filn 
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These grouy | , } ire- 
mend \ ich market sre 
sented 
church organizations 
kind of “cult 
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women ) 
avid for tl 
informatk 
which can so easily be ¢ 
with products and 
emanating from this 
These groups and othe 
a tremendous potential 
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iral” 


onnet 
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slow 


general 
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thought 
which 
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For exam 
a 40-page film 


to 80.000 
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Another use of films whi i 
gaining rapid headway in Amerik 
is for the demonstration of capita 
equipment at the “point of sale 
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Cowards make bad businessmen 


{ Golden Rules 


J ORD BALFOUR of Inchrye 

has four rules for happi- 
ness. They are: Don’t take 
yourself too seriously—avoid 
pomposity like the plague; 
cultivate a true sense of rela- 
tive values, so that you know 
what things are really worth 
and what things give you true 
personal happiness; try to be 
kind and generous in human 
relationships; use all the 
courage that God has given 
you 

Addressing the Chartered 
Accountants’ Students’ Society 
of London recently, he said: 
“My message is ‘ For good- 
ness sake have some fun and 
be gay’’’. He commended 
a test for daily life in terms of 
‘units of happiness an hour.”’ 


The effect was startling. 
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Girling brakes: safe as hands can 
make them. 

the shop. There is nothing sloppy 
about that friendship: it is a 
straightforward liking for other 
men and women who work with 
him Because it is sincere it has 
een returned throughout’ the 
years 

Friendship and_ respect 
out of the difficult The re- 
spect on one side was for workers 
with skill and energy; on the othe: 
side for a man who could do every 
job in the works as well as any- 
body else, but who could 
manage men 

It is often said of the people of 
“Brummagem” that they are not 
to get on with. No one has 
ever questioned their competence 
as engineers, but their very pride 
in their craft makes them indepen- 
They need handling. They 
led, but they won't |! 


grew 


years. 


also 


easy 


dent 
can be Ve 
driven 

Mr. Fraser was a leader. His 
methods are simple: they spring 
from intimate knowledge of his 
craft He knows what can be 
done—he can do it ind 
for granted that his men will do it 
Every morning at a little after nine 
clock there is a meeting of execu 
tives in his office Already they 
will have had their mail In ten 
minutes or so they will settle 
problems of the day—-they won't 
even bother to sit down. That is 
because Mr. Frase1 ‘ives de- 
cisions at once. In his view, day- 
to-day matters should be settled 
like that. There is a more formal 
executive meeting month 
at which larger problems are dis- 
cussed, and, as a sort of final court 


of appeal, a bi-monthly meeting of 


1. 
takes it 


the 


once a 


64 


the board of directors. Parallel to 
this is a joint production com- 
mittee of workers and manage- 
ment, the function of which seems 
to be to help production. And it 
qaoes 

It is true that Mr. Fraser has 
never had serious labour trouble 
He does not boast about it because 
it seems natural to him that there 
should not be If his men and 
women have any troubles they can 
go to him to talk about them. They 
as quickly—and as 

executives 
the rankling 
sore in his industrial relationship 
A man of quick temper, not easily 
tolerant of never bears 
malice He is, in man to 
love and 
those 


get decisions 
humanely is his 


time tor 


There is no 


fools, he 
fact, a 
sensible, ready 
staif reflect 


quick, 
eager His 
qualities 

Suddenly, in the middle of a con- 
versation, he will make the point 
that the work done at Girling’s 
must be better than that in other 
“If an engine stops, the 
car stops,” he says. “If the brakes 
fail there may be a disaster.” In 
his production methods nothing is 
left to chance 

So the firm, which have so much 

one man’s character impressed 
ipon them, have grown They 


, 
places 


kept their shape 
provide spares tor 
made fifteen years 
ago. And, in the same breath a 
it were. they are making the 
newest brake of all, the dise brake 
This new brake will even be 
offered to car 


have 
Girling’s still 
brakes they 


also 


not 
firms for 
standard equipment on any 
until Girling’s are satisfied with its 
in every climate in 
That may not be cer- 
tain for another two years When 
the Girling disc brake is made 
available it will be as 
any other of the firm’s products 
Already they have had 
of experience with disc brakes 
which they made for the B.R.M 
racing cars. Whatever anyone 
cars, they will 
were excellent. It 
that will 


use as 


range 


performance 
the world 


reliable as 


two year 


savs 
about these agree 
that the brakes 
was a 
vet 


piece of research 


bear fruit 


Expansion Begins 


But this is forward 
from the fact in Icknield Street 
3irmingham, where New Hudson 
began. As brake manufacturers, 
their business grew until they 
needed premises. They 
spread. there was another 


jumping 
ory 


bigger 


First, 


Keep an open door—no office should be “‘ Private ”’. 


Know what can be done, do it, and take it for 
granted that your men will do it. 


Give decisions at once—do not wait for formal 


meetings. 


Rely on the craftsman’s eye—it is the best produc- 


tion tool yet made. 


Be prepared to be different if you can believe that 
the different product is worthwhile—but stick to 


the field you know. 


Look to the future—some day you must hand over 


the reins. 
take over. 


See that there is a youngster who can 
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Garrison Lane 
came, there 


to 


Wal 


green 


410.000 


From Girling’s factories at Birmingham and Cwmbran come the 

brakes used in nearly 100 per cent. of all the tractors, 75 per cent. 

of all the commercial vehicles and 52 per cent. of the private cars 
made in Britain. 
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The Cwmbran factory. 
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team work to help 


that 


Weekly production: 40,C00 sets of brakes. 


him that sooner or later other men will 
that 1g in his place: there is a 
hing ) futur be erned with in hi 
1e ack Dusin Fraser ay tnat 
le work- already preparing to leave it 
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The factory at Tyseley near the heart of the motor 


» over 150 
a one-man 
none of the voungsters 
forward at Tyseley 


firms. They are stil 


business in a way, and 
pressing 
and Cwmbran 
would think of himself int 
his great adventure without the 
guiding spirit of Mr. Fraser. His 
hair is white, he is as athleti 
as he was, but as the man wh 
started the company only 
two ye South Africa 
And boasts that it began making a 
profit after only two years of work 

The simple Mr 
Fraser believes in himself, but he 
also believes in the men who work 
with him. He trusts them as they 
have learnt to trust him. He can- 
not know everyone in the works 
as he used to when he was works 
manager, for thousands 
where there hundreds 
in those days many 
as he can. and humanity he 
has always pra helps 
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In the first article in this series, 
published last month, the 
author outlined the sort of 
facts necessary for the proper 
maintenance and overhaul of 
the organization and methods 
of a business. Here he shows 
just how these facts can most 
rapidly and effectively be 
obtained by an O & M man— 
or the businessman acting as 
such. 


\ ETHODS ot 
4 with the 
issignment, but 
it the following 
expected 
A) Study ofl 
B) personal 


neasurement of work; 


fact-finding vary 
character of the 
‘ombination 
methods may be 


some 


existing records 
and 


observation 


(C) interview and discussion 


D) written questionnaires 


A.—EXISTING RECORDS 


CERTAIN amount of informa- 
tion is obtained trom exist- 
1g records during the preliminary 
irvey. As the assignment pr« 
eeds, more material of this kind 
an be selected for further and 
deeper study Files containing 
discussions on policy or illustrating 
the type of correspondence, et 
dealt with 


ot facts 


may be usetul sources 


Records may contain informa- 
tion on aspects of the work othe: 
than those which they are led 
to serve. For example, a 
indicate the 


intendea 

unting 
records may volume 
and tempo of 
may 
‘ontrol, as well as 
procedure 

Facts within the 
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gathered re t 
‘ord should no 


some 


WOrkK yr case records 
demonstrate the i 
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ently 
know edge I 
O and M man 
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Cases 
may save the 
There is, however 
lying too much on a purely 

description of procedures or a 
ties; information may be 1 
date or unrepresentative 
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indicate some vital, but un\ 
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Getting at the Facts in 


Your Business 


The second instalment of an exclusive survey by THE EDITOR 
of the ‘‘ Handbook of Organization & Methods Techniques ’’. 


Value ol 
material available 
in aid to per- 


rather than as 


ictivity. The probable 

any written 

must be assessed as 
observation 
bstitute for it 


B.—-PERSONAL OBSERVATION 


A 


measurement of work is 


VARIETY of methods 


persona observation ana 


possible 
| review the work of each post 

i.e., examine all the work 
done by each individual; 


} 


follow a procedure from start- 
ing point to finish, e.g., bs 
following an application form 
from its receipt to final disposal 
extent and fre- 


reference to iIn- 


ascertain the 


yuencys rl 


1eXes 
records 


4 examine 
diy 


current "Ci (2.e., Indiv 
dual dossiers) iles or othe! 
| I busines Examine 
specimen 
work; 


recora 
systematically 
arrears current 


5 measure the amount of work 


done by an individual or a 


group in a particular period 


create 


test case 

when no re 
presentative case is avaliable at 
the time of enquiry or when a 
measurement of the minimum 
period required for the handling 

mpletion of a 

d Informa 


sampie Or 


} 


(This is valuable 








EXISTING RECORDS 


Every business has its day-to- 
day records of activities. To 
the disinterested eye, these 
may throw considerable light 
on the way in which the 
business is run. 


But records must be used with 
caution. They may be out-of- 
date, unrepresentative or give 
an incomplete picture. They 
should be used as a signpost 
not a road map. 











INTERVIEW & DISCUSSION 


{OMPARED 





Facts 2. 


PERSONAL 
OBSERVATION 


Personal observation and 

measurement is the most 

reliable method of fact-collect- 

ing—even though it may be 
the most laborious. 


It is the only certain method 
of verifying information ob- 
tained in other ways. 


it will rapidly and effectively 
correct misunderstandings and 
false impressions. 


Conclusions based on personal 

observations are likely to 

prove the most acceptable to 
top management. 

ittel 


be important) and 
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Getting at the Facts 3. 


INTERVIEW & 
DISCUSSION 


An interview will: 

1. draw out information that 
exists only in the mind of 
the person interviewed; 
give an opportunity to 
appraise him; 
provide the best method of 
securing information on 
the training and morale of 
staff; 

4. act as a stimulus to the 
interviewer. 

But the interview technique 

must be used with discrimina- 

tion. 











D.-WRITTEN QUESTIONNAIRE 


oa es 


Interview Methods 


perhaps in consu 
head of the unit 
strong persona 
should be avoided 


they rarely miss th 
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Getting at the Facts 4. 


THE WRITTEN 
QUESTIONNAIRE 


Questionnaires should be 
avoided where possible. They 
tend to produce ambiguous 
answers, rarely give a com- 
plete picture, and give little 
opportunity for follow-up 
questions. 
If they must be used: 
have a pilot run; 
explain the purpose fully 
beforehand; 
answer questions at the 
time they are filled in; and 
see that all forms are 
returned. 








yuestior it the tu! 
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omple What? What is the unit or 

ictivitvy? What does it 
iwhieve? What are its dimen- 
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| the ques 
nent pro- 7 

mpleted Why? Why does the unit exist 

or the activity take 

»”? When applying the ques- 

to the unit as a whole, an 


Analysis of Facts answer defining the major objec- 


ne proce 
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that t 
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al spirit, and that 
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1B mm assignment are about time-tables, frequencies, 


vatertight 

) and M 
the tacts 
them. | 
to be spasmodi 
it the end of hi 
vill need te 

ally 

His first concern 
that he has all the 
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llowing lines 
-eneral application) 


éhat tho 
ans that the cycles of activities (“How 


udIe ting often?” is a good. subsidiary 
’ ect question.) 
will tend 
ind Where? Is the necessary infor- 
mation available above 


the physical layout of the unit? 


Who? What is the relationship 
between he activities 
staff? ll the neces- 
yrmation available about 
ation of duties? 

How? Have all the 
mustered abou 

edures, equipment 


ete 


und of questions may 

at some points informa- 
‘complete. At other points 
mav be confused; 

oo many facts have been 
ted, some of which obscure 
ssentials and should be dis- 

Or it may be that the in- 

rmation needs to be classified 
nd summarized. Graphical re- 
presentation or tabular statements 


May give a clearer picture; \V 

minous notes may Nave to be re- 
duced to a short essay on the 
situation or some aspects of it. In 
short, the O and M man must find 
a way of arranging and condens- 
ing his facts so that he can see the 
whole picture in the form of a re 
lel map vith the main sets 

facts on the right scale and in the 
right relationships t 


one anotner 


In Perspective 


With his information complet: 
and in perspective, the O and M 
man must review criticalls 
answers to the fundamenta 
tions he has already asked 

Are the present arrangement 
inevitable, given the purpose, scale 
and tempo of activity of the unit? 

Is everything that is done justi 
tied by the purpose of the unit? 

If the main activity is justified 
are all the minor ones? 

Is the sequence of activitie 
right, or would a change of order 
simplify the cycle? 

Or a change of layout 

Does every activity suit the 
who are carrying it out? 

Could some roles be changed? 

Are the methods employed the 
only possible ones for the activi 
ties 

Are the procedures suitable‘ 

Are the forms well designed” 

Are there simpler methods or 
quicker ones which could be used? 

Or better equipment I 
machines? 

These questions are only in 
tended to suggest the sort of criti 
cal examination to which the O 
and M man should subject the in 
formation which he has collected 
At this stage he is looking for indi- 
cation of problems, deficiencies 
wastage, delays, etc.. and he will 
be placing the answers to hi 
questions alongside any direct evi 


9 


dence of faults. such as loss, error 

and poor standard of work, which 
he may have collected in the 
course of his contacts with the 
unit. The detection and identif 

cation of particular problems and 
deficiencies i organization and 
methods is a dif lt part of the 
O and M man’ ask, and the ne 
where he needa to relv m 


his experience and that of hi 


agus Ht innot exper 


17 


all the problen pointed 

him 
NEXT MONTH: 

From Fact-Finding to Action 
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He Sells Personal Advertising 


W trom the Army i 


only assets were an idea, a 
grant, and an imagl- 
training 


and 


150 
resett 
nation fired by a pre-wal! 
in an international s 
finance house. Most important of 
was the [ 


r 
cigarettes 


lement 
hipping 
these idea. In the day 

when all hand 
made, Mr. Tovy’s parents had both 
been employed as skilled makers 
Since then, 
had altered the 
mass market But Mr 
convinced that there 


market for the 


were 


high-speed machinery 
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sizeadie 
product 
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ready 
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Virginian cigarettes 

To put this new line on the mar- 
ket Mr. Tovy invited celebrities of 
the entertainment world t 
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Jack Tovy, of J. Tovy and Son Ltd. 


he B 
cigarettes being mat 
he wrote to came--in 
well-kno1 people as 
che] G Middleton 
Norden rilbert Harding 
Charlie Cheste As a resu 
cigarettes were featured in 
3.B.C. television shows Mr 
immediately replica ol 
a television set to tol onists a 
a display unit, with a showcard 
tving the display to the T.V. shows 

In seven years Jack Tovy ha 
een the turnover grow from 
1945 figure of £2,000 to 
27,000 Nevertheless 


sent out a 


Many celebrities 
called at Tovy’s 
B.1.F. stand, there- 
by driving home 
his idea of personal 
advertising. 


and Son, Ltd., are still very m 

family business Plans are 

further expansion. The 

tand produced orders for 
cigarettes 


icna 
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bers of from 
A New York 
$3,000 worth 
Brussels mer 
are taking 90,000 a month 

in firms are very interested 

in this personalized method of ad 
vertising, and many thousands ol 
dollars have already been earned 
A contract has 
Hong Kong _ business 
10,000,000 machine-made 


ettes a month, which is 


mpanies. 
K nearly 
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a trm ol 


been placed by a 
house for 
clear 
being sub 
‘ cled to a firm owning high 
speed machinery. 
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formation ot a 
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adjacent to Shoreditch 
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This will not only 
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Corrosion is Their Business 


IK EANOR ALLDEN 
4 Pp G ie Ltd 


Continued on page 106 


torces sne \v 

ordinating 

American t in the reviva 

ot German democratic cultural Miss Aliden exercises personal control over the sales of the Plus 
and information services Gas company. 
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You need an individual approach to your 
recording problem—a good old stock 
answer isn’t good enough. Roneo 
believe that the only way to devise 

an efficient recording system is to 


tackle each problem on its merits. 


x 


RON? WASH GE nas 


GIVE YOU AN WALL ANSWER 


VISIBLE RECORDING SYSTEMS - VISUAL CHARTING - STRIP INDEXING + MACHINE POSTING EQUIPMENT 


RONEO LTD . 17 SOUTHAMPTON ROW - LONDON W.C.! - Tel: HOLBORN 7622 - Works: ROMFORD, ESSEX 
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A Completely New 


Accounting 
Machine 


AT THE TURN OF A KNOB 


“COMPLETELY NEW” —that can be said, without 
reservation, of the Burroughs Sensimatic Accounting 
Machine. If you find it hard to visualize an accounting 
machine that is /imitlessly adaptable, capable at the turn 
of a selector-knob of doing countless different jobs for a 
small firm, or a vast amount of one particular job for a large 


organization, it is time you saw the Sensimatic in action 
The key to the machine's astonishing versatility is the 

newly discovered principle of ‘*Sensimatic Control” - 

the incorporation of a *“*mechanical brain” that directs om : aa\HANi\ Wai 

the machine through every mathematical function and yu 

every carriage movement during a posting operation 

Each Control Unit guides the machine through four 

separate operations, and, since there is no limit to the 

number of different units you can use, there is no limit to 

the number of accounting jobs the Sensimatic can do, and 

the Control-Unit can be changed by the operator in a 

matter of seconds 
You owe it to your business to let Burroughs show 

vou the Sensimatic today 





Burroughs 
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COMPLETELY NEW 


@ ADAPTABILITY—A turn 
of a knob—that’s all the effort 
needed to switch the Sensi- 
matic from one posting opera- 
tion toanother, from Accounts 
Receivable (say) to Stock 
Records. Stores, Costs, Pay- 
roll, Purchase Ledger 
General Ledger, Statistical 
Analysis; the Sensimatic is 
reset in a moment for all 
these procedures and 
many, many more 





@SPEED — The Sensimatic’s 
mht key depression, positive 
form alignment, early ke 
release, make its operation 
i simpler, far taster, fa 
more easily learnt. Anyone 
vho can operate a addi 
achine can get the Sensi 


tic into full production! 








lhis is a Sensimatic Control 
t nit—which, at a flick of a 
switch, guides the machine 
iutomatically through every 
mathematical function and 
carriage movement. Each 
panel gives you any four 
accounting operations in any 
combination. 





MAKES Accounting MOVE 


RURROUGHS ADDING MACHINE LIMITED AVON HOUS! 


Sa 7S e Of 
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ADMINISTRATION: AND: OFFICE PRACTICE 


Hlow Cost Accounting 


Increases Productivity 
By JULIAN ACOMB 


In 1950 the Technical Assistance Group of the Organ- 
ization for European Economic Co-operation (OLEC) 
sent a mission to the United States. Their job was to 
study the service which American accountants give to 
industry, and the use which industry makes of that 
service. In their report, the mission stressed that an 
important factor in increasing productivity is to 
establish and use a sound cost accounting system. 
Here are some of the ways in which they consider that 
this can be done. 


accounting for setting targets tor 
immediate operations and for pur- 
poses ol control by top 

ment. This policy has the 
imbuing 


misciousness, 


productivity ot 
imer- 


from ni 
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rendering the 


all personne! 
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I Of these, the misslo! 


neerned with The 


and the manage- 


iuthority and responsibility easier 

importance attached to the 

management neial and accounting functions 
{ management is 
representatior 


at top ex 


Industrial Organization 
\paxaci MIEN 


Ve 


1. Organization 


Le? 


2. Operation, i: 


POINTS ON 
ORGANIZATION 


Management has benefited from: 


1. The delegation of authority 
and responsibility. This has 
been facilitated by the use of 
budgets, which are accepted 
as internal contracts that 
must be honoured. 

The effective understanding 
and use of line and staff 
management. 

The work of the controller 
and his department who are 
responsible not only for the 
speedy compilation of cost 
figures and statistics but for 
their appreciation and pre- 
sentation to management. 
The use of budgets for plan- 
ning and controlling opera- 
tions and development in the 
medium and long term. 





+ 


against approved forecasts, 


targets or standards, and 


budgets, ( 
/ 


collecting interna 
statistical data 

3. Interpretation at th« 
priate lieve i the result 
operations; and 

4. Recommendation and presen- 
tation, including pre f 
budgets, forecast 
dard costs to the n 
cerned informati 


pricing, and 


entation 


spective 


the re 


niinued on page «¥ 
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SPEECHLESS—When a Few Words Would Have Made Me! 


The Annual 


executives mn the 


Dinner of 
industry 
warning the Chairman call 
blank ! 


Speechless 


The opportunity 


went 
when a few 
I had been 
If I coul 


opinion « 


wnitawa 


DECEMBER, 1952 


ition 


W itho 


life 


nple 


well-known 
ut a word of ‘ 
ind my mind 
! 
and I had 
little speech 


ou, too 


Nobod 


{ 


TWENTY MINUTES 


can emulate the ach 


fulne 








WHAT 
WILI 
How to address 
meetings 
How to promote 
through speech 


rHIS BOOK 
SHOW YO 


business 
business 
How to train your memory 


How to make the 
pression 


right im 


How to propose 
to toasts 


and respond 


Hiow to make an 
ment 


announce 


How to write better letters 

Hiow to enlarge vour vocahu 
lary 

How to develop self-corfi 
dence 

Hiow to acquire a 
personality 


winning 


Your copy of 
is waiting for you 


Ti \ 








ement of 


A DAY 





A good secretary is hard to find Harder still to keer 


Here's how to keep a secretary—and keep her happy too Banish for ever wearisome time- 
consuming, personal dictation Invest instead in a DICTOREL, the dictating machine that secre- 
tarres like, because it is the s mplest of all to use, and reproduction is so clear 


DICTOREL is the world's most advanced dictating machine It employs no discs, wire, tape or 
belts Instead, dictation is recorded on ordinary commercial size sheets of specially mag- 

netised paper, cailed Dictograms. Dictograms slip on to the DICTOREL as easily as does 

a sheet cf paper in a typewriter They can be used over and over again, or posted, like an 
ordinary letter Write, call or phone for a demonstration of the remarkable DICTOREL 

under your own work ng conditions 


Sgn ». , é £ 
Assembled, Marketed and Maintained by 
The Trevor-Johnstone Company 
Head Office and Showrooms: 14 BERKELEY STREET, PICCADILLY, LONDON, W.1. 


Technical and Service Departments: 169/174 SLOANE STREET, LONDON, S.W.1. 
SALES AND SERVICE CENTRES THROUGHOUT THE COUNTRY 


Limited 
GROsvenor 3871 (5 liaes) 
SLOane 6198 9 and 8470 








This illustration shows desk when typewriter 


This newest Secretary's desk is fitted with 

steel ball-bearing mechanism for housing 

typewriter—a slight pull is all that is 
necessary to bring the machine into position. The easy fold-away 
enables the machine to be concealed when not required. Made in oak 
and mahogany of sound workmanship. Size: 5ft. Oins. x 3ft. Oins 


Obtainable from your usual suppliers 


S. EPSTEIN LTD. Beachy Road, Old Ford, London, E.3. 


is concealed. 


Telephone: AMHurst 3633 
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POINTS ON COST 
ACCOUNTING PRACTICES 


American management itself is satisfied that one of the 
sources of its own efficiency is the full use it makes of cost 
accounting. 


Cost accounting systems and practices have been evolved 
with the primary purpose of cost control; the ascertainment 
of unit product cost is of secondary importance. 


For cost control purposes there is an increasing use of 
scientifically set standards and standard costs. 


Standards are regularly used in cost systems which do not 
themselves comprise a full system of standard costs. 


Standards are regularly used in cost practices of industries of 
all types, whether engaged in repetitive processes or not, and 
in small as well as large companies. 


The use of budgets as a means of managerial control is 
becoming universally accepted. 


Great ‘importance is attached to accurate and scientific 
budgeting and many companies find it advantageous to have a 
small staff of specialists engaged in this work. 


POINTS ON REPORTING TO 
MANAGEMENT 


In reporting to management speed is regarded as of more 
importance than complete accuracy. 


In reporting to the different levels of management, the 
terms most suitable to the particular level of management 
are adopted, e.g. at the important level of foreman, cost 
information may be expressed in units of time or material 
rather than money. 


Special investigations into aspects of costs not covered by 
routine cost reports are regarded as of considerable value. 
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European practice insists that 
cost accounts should tie in exactly 
With and have 
the accuracy necessary for finan- 
cial accounting. There is hence a 
tendency to have complete system 

or none at all. 

In America the primary purpose 

ounting is to assist man- 

agement to control and to 
stimulate “cost-consciousness”; the 
scertainment of product unit cost 
f secondary importance. Less 

e is thus attached to 

and more to speed of 
production. This has led to a very 
tlexible de of practice which 
eem incom- 
and over- 


financial accounts 


ol cost act 


costs 


£iance 
aspects 
thers 
management decide 
laborated in 
e not ] 
are treated in 


The 


inderstooc 


Reporting to Management 


VENHE REPORTING tem 
depend largely on the at 
top management, but 
\ for haping 
on the controller 
events as they appear 
‘ operating level flow int 
his department, and after analys 
ing these, he prepares a set of 
tatements and surveys designed 
to give management an overall pi 
ture ol 
The controller 
tive in deciding 


at eacn 


operations 
the initia 
best he can 


takes 
how 
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serve the 
levels, an 
enqulrie 
Report 
likely to : 
form it with adequate back- 
ground material easily available 
In some cases these reports give 
current igu ind = additiona 
data for comparison, so that ea 
new monthly report ance 
earlier 
montnis 
folde r, al 
to form a pictur 
month to month 
sheets, a proces ) 


vy a peg-strip filing 
or middle management 
‘times co 
folder. which 
ulated to all concerne 
are sometime 
verbal 
representative 
foreman trom having 
reports himself 
questions to be 
spot 
In general, however, reports are 
prepared for at individua 
manager, and the information 
tained is restricted to the fig 
if immediate interest him 
man-hours covered 
port to a foreman, [i 
be only ti e 
directly responsible 


and chart 


provide ; 

omparison Even 
budgets or standards do ne 
figures are compared 
the same month in 
year or the. preceding 
Accumulated figure to ' 
to date are given, and interpreta- 
tion is facilitated . 
one item in relatior 
e.g., COStS aS a percent 
values, or costs per 
unit, or percentage 
actually employed. 

Where budgets I and: 
exist, comparisons are given 
tween actual and standard figures 
either absolutely or as a percen 
tage, or a arlance rr all three 

The usefulne management 
of reporting systems falls broadly, 
into two categories future esti- 
mating and review of past perfor- 
mance. Forecasting reports 
great value in termining 
Reviews of past events enabl 
top management to follow up the 
profitability of their past decisions 








Charts Control Expenses 


The flexible budget is charted, and, on the same chart, 

are entered (1) the actual performance month by 

month and (2) actual cost performances in previous 

years entered as straight lines between the least and 
greatest monthly costs in each year. 


Expense Variance 


In this cross-chart, the area above the horizontal line 

shows excess of actual over budgeted expenditure, and 

the area below shows a deficit. The area to the right 

of the vertical line shows excess of actual labour hours 

above schedule, that to the left, a deficit. The points 
represent actual performance. 


‘ 


<A — - . J 


The burden rate is plotted in relation to labour dollars. 
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THIS BOOKLET 
IS FOR rou! 


It has just been published for the benefit of 
employers and will be sent to you on request, 
without cost or obligation. 


Ask for Booklet J564/2. 


IBM UNITED KINGDOM LTD. 
INTERNATIONAL TIME RECORDING CO., LTD. 
8, BERKELEY SQUARE, PICCADILLY, LONDON, W.! Mayfair 2004 


Where the clock chime n Berkeley Squore 
Showrooms and Offices also at Birmingham, Manchester, Leeds and Glasgow. 
HEAD OFFICES—INTERNATIONAL WORKS, BEAVOR LANE, HAMMERSMITH, LONDON, W ¢ 


























International Business Machines 




















For many years the Cox Organisation has been producing 
tubular steel seating for all purposes and their products 
range from seating for the automobile industry to tip-up 
seating for theatres and cinemas. Their recent achieve- 
ments in the latter field include the manufacture of the 
auditorium seating for the Royal Festival Hall, London, 
and the re-built Free Trade Hall, Manchester. Their 
products also include a range of seating for commerce 
and industry and the exampie illustrated is executive chair 
model OW.171. A complete range of chairs for clerical 
staff is available and full particulars and catalogue 
(reference D) will gladly be sent on request. Note 
should be made that Cox also manufacture a large range 
of chairs and tables for canteens and staff restaurants. 
Please write for catalogue (reference E) which gives full 
particulars. 


Cox & Co wm Lip 


WATFORD BY-PASS, WATFORD, HERTS. 


Telephone: WATFORD 5631-5 Telegrams: COXANCO PHONE WATFORD 
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The Modern Office 
PRINTS and DUPLICATES 


on a Dual-Purpose Machine 


EQUALLY SUITABLE FOR PRINTING 
STATIONERY AND LITERATURE IN 
COLOUR, AS IT IS FOR DUPLICATING 
REPORTS, MINUTES AND CIRCULARS 


Whilst the average ofhce is 
normally provided with some 
means of duplicating, much of 
the equipment is restricted to 
the reproduction of simple 
typewritten matter on dupli- 
cating papers 
In many offices this 
limitation often 
proves an em- 
barrassment, and 
many are the disappointments 
following ttempts 
to print something a_ little 
more ambitious on a machine 
not designed for such work 
‘his 1s one of the reasons for 
the increasing numbers of 
Kave’s Rotaprint machines 
being installed in modern 
othees, for the Rotaprint is a 
dual-purpose machine equally suit- 
able for printing stationery and 
literature, in colour, as it is for dupli- 
ating reports, minutes and circulars, with the added 
idvantage that typewritten work is reproduced to perfection. 
Che sm ill, precision built Rot iprint litho machine takes 
no more room than the average dup! cator, and ts just as 
simple to operate, yet it 1s possible to chanve over in a few 
minutes from the printing of a long typewritten report to an 
illustrated pamphlet, or an even more elaborate job in colour, 
on all kinds of paper 
‘here is only one source of supply for the genuine, all- 
British Rotaprint, and only one solidly established organisa- 
tion with the necessary technical experience and manu- 
facturing resources for a 100° Service —for this reason the 
full name is important to yvou—KAYE’S ROTAPRINT 
| IMITI D, Hone ypot I ine, Lon ion, N.W.9 ‘Telephone: 


Colindale 8822 (12 lines 


KAYE’S 
HONEYPOT LANE - =: LONDON, N.W.9. 


You are imvited to apply without the slightest obligation, for an 
interesting folder of specimens showing the class of work within 
the scope of Rotaprint, and a full specification of the machine. 
Fill in and post this Enquiry Form to-day. 
ROTAPRINT ENQUIRY FORM ~y 


Please send, without obligation full Jetails of Rotaprint | 


Department 


Name 
| 


' 
Pin this enquiry form to your letterhead ng and post to Kaye's I 
| Rotaprint Ltd., Honeypot Lane, London, N.W.9 es | 

_ 
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EVERTAUT 


LIMITED 


(PROPRIETORS J). B. BROOKS « CO LTD} 


STEEL 
CLOTHES 
LOCKERS 


as illustrated 


EX STOCK 


SPECIFICATION 72” high 

12” square. Hat shelf and 
double coat-hook, yale 6-lever 
slam lock, reinforced door 
louvred top and bottom 
HARDWEARING, VERMIN- 
PROOF, FIRE-RESISTING. An 
investment to please your 


employees 


SPECIAL TERMS FOR 
QUANTITIES 


We also Manufacture 
SHELVING, CUP. 
BOARDS, WORK TRAY 
STORAGE SYSTEMS, 
PLANFILE CABINETS, 
CANTEEN EQUIPMENT, 
OFFICE TABLES, OFFICE 
AND WORKS SEATING. 


Please write for Catalogue ‘*|Aa"’ 


EVERTAUT LTD., 


WALSALL ROAD, PERRY BARR. BIRMINGHAM, 22b. 


*Phone 


BiRchfields 4587 (4 lines) "Grams: ** Evertaut Birmingham "’ 
London Office: Kern House, Kingsway, W.C.2. (HOL 0238). 
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BUSINESS Visits biggest 


Continental Office 











“quipment Show 


To bring its readers details 
of Europe’s latest office equip- 
ment, BUSINESS sent Robert 
Spark and Frank Casey to the 
International Office Equipment 
Exhibition at Paris. There 
they found not only a great 
variety of equipment of every 
type but also an interest and 
keenness of a very high stand- 
ard which was shown by 
exhibitors and visitors alike. 
This special feature not only 
covers the exhibition in gen- 
eral but gives details of some 
of the more interesting Con- 
tinental products displayed 
which are, as yet, unknown 
in Britain. 
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impressive n 

was the quality of service 1 
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overpowering, and extreme 
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Centre, the French 
President, M. Vincent 
Auriol, calls at the 
Gestetner stand dur- 
ing his tour of the 
exhibition Older 
machines in the fore- 
ground are part of a 
“SO years of pro- 
gress*’ display. On 
the lefc of M. Auriol 
is M. Max Hermieu, 
general manager of 
the exhibition, which 
was organized by 
Societé du Salon des 
Industries et du Com- 
merce de Bureau 


(S.1.C.0.B.) 


quite 
were no le keen tne 
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equivalent 
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ind French 
write! 
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French firms 
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equipment was evident and n } Pr 
among European countries Ger- Economic 
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reign 
Practica 


well-known name in office 
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ident 











aaeh cn a Paris Pointers 


> entered on 
boara ana 


The efficient stand 
personnel. 


The few British visitors, 
An ( but many German and 
ibtractions and <j Italian ones. 
am the theme mre apa, awe fells weer yptage lh ener . The intense and intelli- 
eee = eaggats arm gent interest taken by 
visitors in the exhibits. 


mia trans- 
spoke ea 
f the indus 
d “Fur 
quipment I the 
Dyer, who at 
the time ot : 
ident 
Behind 
mooth-running 


The universal praise for 
British equipment. 


The large number of dis- 
tributors as opposed to 


a its competent gel 
manufacturers. 


ger, M. Max Hermieu He is ’ 
principal of the French office equip Cuts Errors . The good attendance, 
nent firm, Societe des Machine even on Saturday and Sun- 
a RR ARS in the prod ictlon I day. 


itomatiques Modernes K AEE ' 
: yf tl interesting -niieg ee ieaaeeaa eieapags — . The low standard of some 
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and now, 12,000 RECORDS ON ONE CARDINEER! 


Two different model “Cardineer”’ cabinets The Rotary Card Index System for the 


are available to house cards of sizes 4° x 5 to 
8 x5. The method of rotary filing reduces 
manual operations to a minimum and, un 
doubtedly, is the fastest recording system ever 
evolved. One operator can quite easily and 
effectively control 48,000 record cards size 4 
x 5 or,alternatively, 24,000 cards size 8 x5. 


complete control of every vital fact! 


Cards are in assembly-line fashion within 
arms reach of the operator and any one card 
may be seen, extracted and written on by the 
operator without leaving his or her seat, no 
time is wasted in walking to cabinets or 
searching in drawers. 


E. N. MASON & SONS LIMITED 


THE B NE f PMEN 


ARCLIGHT WORKS, COLCHESTER. Tel: 2266 


n On A A MAD r 
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, SHEETS - FORMS - SYSTEMS 
Produ to Prucsion Sandals 


2 
- = 





a ° 


lf your special Loose Leaf requirements 
are straightforward or unusual Twinlock 
experience will ensure satisfaction. 


IQ QA MAA 


PERCY JONES (Twinlock) LTD. 
Let us help with your needs—prices 
37, CHANCERY LANE, LONDON, W.C.2. (Tel : CHAncery 8971 are reasonable, deliveries prompt 


Ye 


We CAA MW) 








foretiicient wmlercommunication 


Standard’s world-wide reputation in the field of tele- 
communications . . . their vast research facilities and manu- 
facturing resources .. . are the roots from which have been 
developed the most efficient, reliable and flexible inter- 
communication systems for offices, factories, hospitals, 
etc.... froma single line up to several thousands. Standard 
telephone systems are extensively used by the major 
industries throughout the country. 

\ STANDARD I 





Standard supply and install all types of TELE- 
PHONE, FIRE ALARM and STAFF LOCATION 
SYSTEMS for industry, hospitals, etc. 


x 


SERVICE 
Standard’s country-wide orgar 
ition ensures prompt and eff 


ent service ind maintenance a 
cli so Srandard Telephones and Cables Limited 


ASyieileleiacd Dactsinin, Wai nongees Footscray 3333. 
PRIVATE AUTOMATIC sO 
TELEPHONE SYSTEMS 


TOUU TAAL HWE 
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Can be adapted to a wide variety) 

1f operations. Production, machine N.A.T.O. interest 

loading, stock, sales, budget, et 
an order. These lines of intorma- controlling and planning are made Among the distinguished visitors 
tion are easily and accurately posi- simpler and more positive to the Paris Exhibition was Col 
tioned on the invoice or other R. Q. Brown, U.S. Army Com- 
document. The metal “master’ . mandant, H.Q. Command, 
an be used many times, and up to Punched Card Developments SHAPE. Col. Brown represented 
eight carbon copies can be pro- REMARKABLE ; General Matthew B. Ridgway and 
duced. The Electro-Report thu ee eo was accompanied by Col. John 
fills the gap between hand-writte: punched = card equipmen Howard-Jones of the British Army, 
ind completely mechanized a > displayed on the Bull stand, also attached to SHAPE 
ounting methods nachine prints sums of money * 
ies aneitiiens ae wmidbiniin ». in words and figures on money 
sed equally we 
ontrol purpose 


‘rs directly from a Commenting on the exhibition 
With figures only Col. Brown said it was a ** very 
order, ncluding fine show '* and added that it was 


1 payee, dat as good as any similar exhibition 


Strip Control he had seen in the United States 


t trom nf 

The at ar’ I * 

ed in a panel and He revealed some _ interesting 

id figures are auto- facts about SHAPE’S own office 

anged to occupy the equipment. This is bought by 

necessary open tender from any of the 12 

N.A.T.O. countries. Britain has 

won a good share of contracts, 

oO10u ind tengetns al d in though long delivery dates militate 

channels on fr The strips machi has many against her. That the invitation to 

verlap and = are pring ion nel y ) ation ] submit tenders is no mere 

Each is divided into ions ane ypes of iments relating to pe formality is proved by the repre- 

these can represent units in about ions. allowan sul sentative range of equipment and 

100 different scale lire purcha yay Tp machines used at SHAPE head- 

Information cnarted by pu : } carbon copit an be quarters at Fontainebleu. No one 

ippropric a6) if iired and a tally ll ean | country (not even the U.S.) can 
teSIre ition and sli al ed to n nly part of tl be said to predominate 





“for the reproduction of anything which be written, drawn 


. 


' 
| or typed, you need an 


Sepa ei 


= 
Céiiss 


100 copies per minute 





are automatically fed, printed and 
counted by merely turning the handle 


Power driven models are also available 


Write for full detatls to 


ELLAMS DUPLICATOR CO..LTD 





3ERrard 4556 S DEAN ST., LONDON, W.1 








“guaranteed for 10 years. 





BUSINESS 








| 
count on 


the figureflow 


** FIGUREFLOW”’ ) 


Write or "phone Su Limited NOW for a demor 
stration with this uni ions n nm your own w 


| ALBEMARLE STREET, LONDON, W.! 
TELEPHONE REGent 133! 





TYPE YOUR OWN ‘STENCILS 
AND CUT ADDRESSING COSTS 


COMPARE THESE ADVANTAGES @ Stencil can be typewritten on any standard machine 
(500 per normal working day). 


Each stencil will give 100,000 perfect printings. 
‘**Matching-in '’ of addresses is assured. 


When addresses change, a new stencil can be quickly 
re-typed. 


@ Light weight of stencils assists high speed operation. 


ADDRESSING MACHINES 


ADDRESSING MACHINES HAYWARD LTD., 62, BRITTON STREET, LONDON, €E.C.I. 
Telephone: Clerkenwell 5961. 
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figure is produced in 21 thou- 
Sandatns of a second equivalent to 
2,850 multiplications a minute 
altnougn ot course caiculation 
could not be fed a lls Yé > The 
multiplier can be connected tl 
Electroni Various otner pieces ol equipment 

displayed e.g.. a tabulator 
anv make of ac inting m; ! Apart from th macnines men 
and automati ea i n t range ol 
figures produced by the machi in 5 ators. cal- 
? liat ; » | \ s also di:s- 


into notes 


Live 
ll requir 


Needle Selection 


NGENUITY i: 
Dequeker 
punched 
Capadle 
verse 
space Dequeker non-mechanical punched 
Punching of the cards is d card equipment. 
code wh 
iown all informati 
and alphabetical, into’ a eabin which also incorporate 
These are marked by the selecting device. This is fitted 
card and when it with a grid which is marked 
into the hand correspon vith the holes in at 


This Bull ‘link’? device auto- 

matically translates accounting 

machine results into punched 
cards. 


+ 


“columns at a time inpunched card A trav of card 
An electronic calculator w: are visi to the operator. She is placed in position behind the 
emonstrated which \ t in- ther nanipulates some or all oft grid and needlk ire threaded 
credib speed, vet has only : f <eys, according to the marks through the holes corresponding to 
valves compared ith ching is therefore simple and _ the classification of cards required 
more in most machi yf thi jul After punching, cards are T eo > eCaus he re 
type Th odt Itipl) OE a ee eee gier ’ rin 1 cau the re 
V pe ne pl uit im l Vil hi tin tray W1itn a Slo 

in ll-digit figure by }2-digit ing card between eac Continued on page 119 





WITH THE CALCULATOR 


MODEL 24 
@ Key setting with proof dials 
@ Single hand operation 


@ Automatic dividend tabulator 
and division alignment 

@ Reverse switch for negative 

sf division. 
. @ Tens transmission throughout 


, 
cf. Price £97- 10-0 


Sales and service throughout 
the country. 


CITY 1107/8/9 





Telephone 


30 New Bridge St., London, E.C.4. 
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TO ALL 
BUSINESS MEN 
WHO SEFK THE 

LATEST 

IDEAS! 


After nearly seventy years of steady specialisation 


SHANNON evolve THE PERFECT FILING SYSTEM 


- TO THE TUNE OF FREE: A copy of “THE NEW VISION” 
3,000 ADDRESSES The Booklet which — a new visual Filing 
PER HOUR! — 


With the AUTOMATIC  turbing the sequence of 
SELECTOR/REJECTOR any stencil in the file 
attachment, the With the SHEET FEED 
** Addressall '' will select attachment, the 
and address any given ** Addressall "’ will auto- 
name classifications or matically list names, 
combinations of same, numbers, or other data 
from a general list, whilst in a continuous column 
automatically skipping form on pay sheets, etc., 
others, and without dis- etc 

mvs 
It is a suspended filing system for speed, neatness and long life 


that is, a title strip runs right across 
a glance 
And you 


It is a fully visible system 
the full width of the file So you can see any file at 
especially as the title strip is angled to facilitate this 
can get a great deal of extra information on this strip 





It is ** opened throated ** for quickness and convenience 
It is self-adjusting to any capacity of papers 
It is colour-coded so as to make misfiling impossible 


It is colour-signailed to spotlight important dates and or corres 
pondence 


It bears printed numerals so that you can signal any day of the 
+ . ‘ month and any month of the year And these numerals can also 
S60 SFO Sut two oF be used for ** progressing *' contracts, etc 

the many advantages 

> be gained by in- 

sate = Add It is also slotted so that a record can be inserted to carry transfer 
ressen — the answer details or special data as to the file's contents 

t every known 


It is slotted so that you can clip papers for security 


ITIS DUAL PURPOSIH That is, an ingenious clip permits you 
to use the files singly and individually, or joined in series 
together, or completely linked as a ** concertina ** system 


Addressall | - — 


MACHINE COMPANY 
11-13 SOUTHAMPTON ROW, LONDON, w.c FIRST IN FILING 


Telephone : HOLborn 3571-3572 
The Shannon Ltd 


% WILL REPEAT, SKIP, DUPLICATE OR TRIPLICATE ANY OO She Cc . - New Malde » = » 
DESIRED ADDRESS AT WILL? l Shannon Corner ew Malden urrey 
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Tape-written Records 


NE yay >] 
() way banc 


porary 
“note 
machine 
furthe: 
erased ind 
Using a re 
Way not on 
but help 
stall 
The 
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rec 


to 
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»>ensure 
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An Ameri 
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thi 
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The 


then 
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ind 
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Da 


ct 


them 


When 


used 
rding machine in this that 
aves time and paper 


re 
I 
ili 
that the 
are 


+ 


where 


t eing 

iminate’ tem- ing mac 

of all kinds is 

m a recording 

they are no 
tape can be 
over again b 


nine 


ot 
the 
duties 
is the 
paratively 


ac 


Like 

important work ception clerk 
tion ary Is board operat 
on the vhich ha 


lag 


release secretarial 
nece 
mes 

rrectiv cat: 


lle 


sage 


qa 


“ od 


all 
ner 
ink Nave succes 
method at thei! 


record de- 


that are 


I 


ise 


Da 


i heavy 


dispatch department, 


“logged” « 


{WITCHBOARDS 
not 
experience 
small 
thousands 


f 


m 


others, 
aisO 
But the company, 


the reco 


One Person, One Job 


ix—at le: 


ot one 
inizatl 
their 


a swit 


CC 


rec 


all packages, 
n 


rd- 


and reception 


ist, 
ym- 
on. 
re- 


ch- 


ielephone traffic 
number 
ound that split- 


wa 


ot 


S more ¢ 
The cc 


long-dis- 


on- 
ym- 


operator-cum- 


‘laved ( 


Wi 


> Visi 


thes 


romptly 


th 


tor 


Visite 
peca 
were 


all 


rs 
me 
not 


the 


operator is housed in a smal 
indproof cubicle, and a separate 
is employed. The 
time between visitor 


receptionist 
latter fills in 


with typing 


Keeping a Check 


the machine 
maintaine 


their 


most factories 


rs 


and 


ools are carefully 
records are kept giving 
age, if and when they broke down 
their location and use. It is a rare 
experience to find similar records 
for office equipment. An Ameri- 
can survey showed that it wa 
rule, rather than the exception 
ianagement not to know 
(1) how many machine 
owned; 
how old they were; 
where they were. 
f knowledge ea 
excessive repail and 
machine utilization. Yet 
machine records are easy to keep 
Start by making index 
giving age, type and location 
juipment Fron 
deduce the facts y« 
need on usage a running 
You ‘al also trace breakdowns 


and find it whether they 


the 


{or 


(2) 

(3) 

This lack o 
costs poor 
office 
a card file 
the 
of all office € 
these cards, 


nd 


Centinued on page 94 





radmzo wen 


BLEX 


Spe 














19—2I, 


25 items to view at each openin 


Self Indexed 
7» 650 Records in a Binder 
C15" x 10" x 23 


Ask for FREE Booklet No 


and Specimen Sheets 


e 1 104A 


g 


every sheet instantly located 


VISIBLE 





E.C.4 


MOORE’S MODERN METHODS LTD. 


FARRINGDON STREET, LONDON, 


Branches at Birmingham, Edinburgh, Glasgow, Leeds, Manchester 


RECORDS 


Standard Rulings for : 


LEDGERS 

STOCK AND STORES 

COST PRICE LIST 

EMPLOYEES’ RECORDS 

HIRE PURCHASE ACCOUNTS 

MACHINERY AND PLANT 

ESTATE AGENTS 

PROSPFCTS AND CUSTOMERS 

TELEVISION AND RADIO 
MAINTENANCE 

COLUMNAR, PLAIN OR 
HORIZONTAL RULINGS 


or Sheets printed to 
your own design. 
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rue M. 16 SAVES THAT MINUTE 
which, soues Pounds 


The Time Recorder that :— 


Increases production hours 
Saves money 


Pays for itself in two or three 
years 


Write for full facts to Department B/N/1I 


THE MAGNETA TIME CO. LTD 


GOBLIN WORKS, LEATHERHEAD, SURREY 


ASHTEAD 866 ¢ we 
London Office: 6 GT. QUEEN ST. W.C.2 HOL. 9762-3 


ENLARGEMENT 


iis COPYING, whether a singleton or a long suit; 


REDUCTION making a litho plate for the “ office offset” 


producing photoprints ; scaling a drawing to different sizes; 


all these jobs, and more, are easy, quick and inexpensive with 
MULTIPLIGATION your Mervac. It really is a most adaptable member of your staft 
— always ready to cope, and needing no 
expert to operate it. The small pT 
space it occupies will probably x aie 
become the most productive few 
square feet in your office. Let us 
advise you which model you should 
have. Grant Production Co. Ltd., 
4 Rathbone Place, London, W.1. 
Museum 8717 


the versatile 


71 


DECEMBER, 1952 








TAYLORS 


= £900 a Year 


TYPEWRITERS yen ee 


*%* ADDING MACHINES, 
Ang a 5 BC HT Ex HANGE 4 E AN t i ot rUuTSé does not intere 
vou are not interested 
Profit and tor another vou do not bel 
Yet the odd thing ts vou ought to be 
Net Profit ind t s true 
The “SUMMIT” Port nvestment of {40 to {70 
able Add ge tist D vhich will last for many ear 
—— 4 — ; fr “ | vour Net Protit b ipproxn 
Vear Statistics have proved it 
F ot cases modern Time Cont 
not i ich-1 down effort 
atlor-mad 
requirements——will pa ou t 
iutomatic dividend We, Blick 
corders, Ltd oft %6 \ldersgat 
London, | . have the lest f 
of Models and trained experts in 
customers ¢ with the Model which 


vente oreturi 


an 











ELIMINATE LOSS AND FRAUD | 


*SAFEGUARD ", ‘ 
a , | THE HOME OF 
st an altered cheque is y THE 

7 Cheqes Wrisere ss tow F | BRITISH CYCLE. 


CYCLE STANDS The most efficient 


method of storing 
cycles. 











ROTARY CALCULATORS, ALL 
MAKES. | alculations. Mult 
The type illustrated 
s only one of the 
many which we 


manufacture 


EMPIRE 


; Fully illustrated cata- 
eiomenataete rye £19 19 r ’ 4 logue on request. 


with ise 





Ali stands are of 
steel, stove enamelled 
green for durability. 


TAYLOR’S 
TYPEWRITER MARKET. DBIX 
shies teibestenciaiiien: dite (METAL INDUSTRIES) LID 


74 CHANCERY LANE (Holborn End) LONDON, W.C.2. | FACTORY EQUIPMENT SPECIALISTS 
TAYBRIDGE WORKS, TAYBRIDGE ROAD, 
and at Maidenhead BATTERSEA, S.W.!I. 


Phone: BATtersea 8666 7 Grams: Abix, Batt. London 
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All incoming mail 


opened in I minute 


Your ofhee a uF s oll te nooth ind 
start with is ceellent LC. 


etllrerenit 


\ junior can operate it 

It is safe and consistent 

Safer than a paper knife 

No danger to envelope contents 
\utomatic Feed. 
Power Ope rated, with idjustm« it 
for large or small mail 


Self sharpening cutters 


del is table for firms 


OPENING 


International Coin Counting Machine Co. Ltd. 
Alexandra Road. Entield, Middlesex 
lelephone : Howard 


LETTER 


L860 


Limitless in its ap- 
plications easy to 

use and with its own 
self-contained store of fadeless 
waterproof ink, the Flo-master 
FOUNTnBRUSH cuts time and 
effort wherever quick, legible 
displayed writing or drawing is 
needed 
Ideal for use in Stores, offices, 
studios, factories, etc., for such 
widely differing purposes as 
advertisement layout on one 
hand and the addressing of ; 
parcels on the other 
Thickness can be varied be- | 
tween a hairline and a width 
of #” and the smooth, even, Flo-master is complete 
automatic valve feed  con- with two felt nips (giving 
trols ink-flow to a _ nicety, three alternative 
merely by degree of pres- ; 
sure and it’s so simple 
Everyone can find a_ use 
for it, even the Managing 
Director 


one bottle nk 


Order a Flo-master 
NOW try it out 
in the various branches 
of your business—and 
you'll be back with a 
bulk order ! 





MACHINE 


r a - = 
= 
3 24 Vassa => 


it ver 
ad, Londor >. W.9 


+ 
Send for illustrated leaflet. 


Manufacturers - Cushman & Denison Co., Ltd., 124 Vassall Rd 


London, S.W.9. elephone: REL 


7 
172 
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Adjectives for Sale 


In this country now, for as little as £40, vou can buy the adjectives: reliable, 


trustworthy, conscientious, and tack them on to a man’s name. 


hen, having conferred your Diploma, you can ask your man to do a job 


of work, and he does it. You can ask him to do 20 different jobs, at 20 


litferent times —he does them. 


You ask him to come to your factory, and to visit certain vital points 


several times in a night, and at different times every night. Your man 


vill get there. 


\nd every morning, in a few moments, you can check up, and prove to 


vourself that his qualitications—reliable, trustworthy—fit him exactly. 


You will discover, also that your paragon can do his work without super- 


imron 


his is a wav we have of telling you that we are the manufacturers of a 


piece of apparatus which can turn an ordinary man into a good watchman; 


and a good watchman into a marvel 


It is to tell vou that this apparatus (weighing but 6lb.) is now be Ing used, 


vith great success, by some of the greatest firms in the land. Onn it, these 


| 


great organisations base their svstems of night-time security And they 


satistied 


\re you happy about the security arrangements in your factory ? \rc 


efficiently > We, 
London, E.C.1, 


vou helping vour night watchmen work 


Blick Recorders, | 
j 


shall he happy, and pleased, 


Lime mited, 96, Aldersgate Street, 


and proud to send you particulars of the 
Nlonarch 


ipparatus advertised herein Our telephone number is 6256 








SHORT CUTS 
Continued from page 9V 


due to careless 


trained operator 
gears ol 
80 seconds), o1 
machine. 
This question repall 
cannot, hi 
keeping record Ano 


an accou 


wever 
reducing charges 
operator are 
’ ‘ nine 
and not anothe: 
your own staff), and to 
serviced regula! 
‘wo factors which can resu 
low output and heavy repair bills 
are dirt and age. Dust (from the 
atmosphere and _= from 


lamage Other mi 


equipment 


‘auses great ¢ 
which are frequently 
clude nal 


ceiianea 
found in 
polisn De ( nb gum, clip 
pins \ bands yn the 
aione poor quality 

an be expected from 
machines 1 for retirement 
I equip- 


Like mechanical \ 
hines have a defi 


ment, office mai 
nite 


ife, and beyond this period 


Some 


they t me a HNabdiil 


1 replacement planning In 
conjunction with the card index 
mentioned will reveal 


ready for re 


already 
¢ 


machines that are 


tirement 


Do You Work Here ?” 


YEW staff in the office pose tw 
They do not know 
members of the super- 
Visory sta management 
Conversely he management and 
ther do not know which 
artmen he newcomers Nave 
‘o get over this “who are 
em, one firm have in- 

tographic organiza 
It not only tells the 


vno everyone ol 


problems 
sight all 
fT and 


worker 


h 
ft) 


it clearly 
ition § in 
tat! 
positior ind departments 
l 


pictures remain 
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= * 


YOUR SILENT 


REPRESENTATIVE 


BARCO typed letters will speak for 


themselves — and for vou, 


They will command instant attention, 


evoke immediate response 


oe 


5 @ Sura lt 


MANUFACTURERS FOR OVER 60 YEARS 
147-9 CANNON ST - LONDON - E:C:4 
ENGLAND 


Phone: MANsion House 0826-7-8 
Grams: Ricaspa, London 


CARBONS & RIBBONS 
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for 

a 

sood 
5 

day S 


work 


Type KJ1 
fully adjustabie 
chair for 

the Secretary. 
The chair 

that promotes 
good will 

and good werk. 


LEABANK 
Oe ee 


Write for details of full range of ce and fa 


LEABANK CHAIRS LTD. !9C! » House, Euston Rd. Lond 








INDUSTRIAL MANAGEMENT AND EQUIPMENT 


By introducing specialization and flow production into 
toolroom operation, the High Speed Service Tool Co., 
Ltd., have increased output by 300 per cent. This 


was done in three years—an achievement that helped 
them to live up to their ambitious title. 


This Toolroom Works on 


Mass Production Lines 








factor 
10.000 
‘ 
il} 


per 


the lrrent 
rbed | 
‘nt requiremen 
now extensively ¥ 
manutacture o O to pl 
duce parts for >W I Ci When R. Shore (left) and E. G. Hall (right) founded their 
culating machine teleprinte! company, they nailed their colours to the mast by putting 
tating equ ** High Speed "’ into the title. 
BUSINESS 


+ 


telephones and di 
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POINTS FOR 
MANAGEMENT 


Make drawings for each part. 
Plan operations against draw- 
ings. 


See that every oferation is 
performed by a _ specialist 
using a special machine. 


Establish and maintain central 
pool of work in progress. 


Pay bonus with guaranteed 
minimum but no. maximum. 


Make the night shift perma- 
nent—but start it later. 


Provide good working condi- 
tions. 





+} 


A central planning flice 1 
ated in the centre of the shop 
ind after each operation the jot 
omes back to central planning for 
listribution to the next machining 
yperation. Work ready to go out 

r the next operation is laid out 
na central benci: so situated that 

men have the least 
listance to walk The bench is 
livided into a number of sections 
each of which is earmarked for one 

f the various operations, s\ a 
turning, plough grinding f 
ng, et 

This system has several impor- 
tant advantages. In the first place 


possibie 


This central work table saves walking about 
It is divided into sections 
for different operations. 


between operations. 
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the jol laid 
provide the 
mediate visual check all work 
going through They 
serve Irom 
Which each operat: con- 
usly supplied 
picK oul th obs best 
individual opera- 
Then men 

ire able to get on with the jolt 
without losing time by poring over 
drawings Since they KnovVv what 
the next ypera 
Finally, this em 

ition increase 
which can be 
operation 
y paying the highes 
Mas been possibie to 
best type of craftsman 
fortunately situated in 
transport, the factory 
being near Surbiton main-line 
tation, which is only 15 minutes 
from Waterlov, so that j n 
be drawn from a wider field than 
nost firms enjoy. The staff is now 
110. and both day and night shift 
ire worked 

All the  toolmaker onthe 
benches are on a system 
With a guaranteed minimum, but 
no maximum, and are encouraged 
to earn as much as they They 
are therefore interested in seeing 
that the tools allocated for machin- 
ing are returned as quickly as po 
sible, and thus act as their own 
progress chasers A bench man 
does not draw his bonus until the 
tool has been completed. Should 
he notice that one of his jobs is 
being held up in a later stage, he 
takes the matter up with the fore- 
immediatel} That is why 


lore- 

an can 
suited for each 
tor and his machine 


ngle 
I 


pany are 


regard to 


labour ca! 


YOonuUus 


can 


man 


pera- 
rrind 
ing 
Ma 
i se e@xce 
time and of! 
> theretore ‘ ‘ a bonus SYS- 
witnhou cKing, the 
being slightly below the aver 
age of the Every worker in 
the shop is consequently 
lt cnasi ind 
sphere of effi 


aimosphere 


t ponus 


timulated 
stores and non-productive 


VICE outsia the works, the 


veing t nave men engagea 
production as ck 
within the limit 


nditior 


e togethe 
possible 


working 


l 


Night Shift Problems 


hold that man 1 

é y a lazy animal, but that 
omradeship and the example of 
other men working all round him 
develop a team spirit and encour 
age everyone give of his best 
The switching of staff from day 
to night shifts usually offers many 
problems, but these have been 
avoided at Surbiton by building up 
a permanent night shift of worker 
who have no wish to revert to day- 
time work. One of the main ob 
jections to night shift is that the 
hours of work prevent worker 
from spending the evenings with 
their wives Mr. Shore has met 
this problem starting his night 
10.15 p.m. This mean 


A rack for grinding wheels saves backaches, 
breakages and loss of productive time. 
used to be stowed under benches. 


Wheels 





tnat the averaxe VorkKer needa 

eave home till 9.30 or 9.45 p.m 
which gives him quite a long even- 
ing with his wife Each worker 


m night shift is also entitled to one 


ate night per week if he wishes 
In practice, however, the men sel- 
iom wish to take advantage of this 
privilege 

The directors 
tention to small 
the surest ways the 
night staff contented. For example 
juring the period that British Rail- 
vays suspended cheap fares for 
night workers, the management 
did not wait to be asked before 
innouncing that the ympany 
would be responsible for the addi- 
tional amounts involved Again, 
milk is supplied to grinders on 
night shift, although there is no 
»bligation on the company to pri 
vide it. 

A fully-equipped inspection de 
partment is in operation § both 
night and day, but difficulties are 
reated when the day and night 
shift are obliged to pick up one 
another’s work. Human nature 
being what it is, each shift is in- 
‘lined to blame the other for ans 
mistakes. The management there- 
fore decided that the night shift 
should be made completely respon- 
sible for ail the jobs it handled 
apart trom draughtsmanship 
Night shift inspection are now re- 
sponsible for rejecting when 
necessary; and the operators con- 
‘erned are ready to accept their 
verdict without complaint, though 
similar decisions made by day in 
spection might be 


onsider that at- 


details is one of 
of keeping 


iobs 


resented 


Other Improvements 


Many smal! improvements in 
shop practice add up to increased 
production. For example, grinders 
were formerly installed in the 
entre of the shop, but even the 
latest equipment for dust contro 
cannot prevent a certain amount 
of dust from being discharged into 
the atmosphere of the shop. Com- 
plaints were received, and so all 
grinders were arranged in a row 
rlong one of the walls. Now, any 
dust not removed by the extractors 
is discharged against the wall 
which is cleaned at frequent inter- 
vals. 

Again, grinding wheels used to 
be kept flat under the benches 
When a wheel needed to be 
changed, the operator had to grope 
among the wheels on the floor, pick 


98 


ip to eXamine them, and las 
them down again if unsuitable 
Wheels were therefore liable to be 
damaged and fractures might re- 
sult. Today the wheels are hung 
mm pegs mounted on a bvard run- 
ning the length of the wall. The 
)perator can see them and pick out 
the most suitable without 
innecessary handling 
time 

The stores are located immedi- 
itels behind the shop Tw 
always serving, and it 
is a rule of the company that not 
more than two operators should 
ever be waiting for service at the 
stores at anv one time If an 
iverage of three or four persons is 
constantly waiting to be served, an 


them 
| 


shape 


yr loss { 


peopie are 


appreciable amount of production 
must be lost. Now that the men 
have become accustomed to the re- 
gulation, they are able to plan 
uhead and avoid this situation 
High-precision tool-making is 
exacting work, and general light- 
ing by fluorescent tubes is supple- 
mented individual machine 
ights machines and light 
reflecting are painted 
with a light-reflecting paint which 
uts out shadows The colour 
scheme is changed periodically be- 
‘ause the management believe 
although they cannot prove it 
that change helps _ production 
Moreover, machines will certainly 
’ Maintained more. carefull; 
vhen they have been repainted 


11 
fail 


surtaces 
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MECHANICAL HANDLING 


Baby Horse 


JOWERED by 
petrol engine. the Mighty 
Midget mechanical horse is suit 
able for towing trailers or carrying 
cases, drums, et The engine 
controls and clutch = are ali 
mounted over the single front 
wheel. Construction and operation 
ire therefore as simple as possible 
The tiller control operates the 
clutch, brake and throttle simul 
taneously Twi automaticalls 
controlled pre-set speeds are pro- 
vided. These allow the truck to 
tow a trailer with a 10 to l5cwt 


ic-h.p. J.A.P 


Simply and easily controlled. 


oad at walking pace and then re 
turn quickly for another job 

An automatic coupling device 
turther speeds up handling opera- 
tions. Three 14 by 3in. pneu 
matic tyres are supplied as stan- 
lard 

Extras 
lude 
vhee! 


that can be provided in- 
a reverse gearbox and rear 
brakes for use on roads 

Enquiry Ref. No. F.12/1 


Portable Crane 


| EMARKABLE is not 

strong a word to describe the 
new Minilift Model G_ portable 
hoist. It is completely self-con- 
tained and can be carried (weight 
is only 50lb.) to any part of a fac- 
tory, stores, loading bay, etc., and 
is instantly ready for use 

Embodied in the hoist is a 
principle of chain lift which 
yperates through three sets of 
gears. The gears give three dif- 
ferent speeds of raising the load 
With a 5cwt. load the effort re 
juired for turning the  hand- 
perated crank is 15lb. on first 
gear. 5lb. on second, and 12lb. on 
third 

A handle is provided for guiding 
the load, and the brake trigger is 
incorporated in this. The shoe 
type brake is permanently engaged 
ind is released by the trigger for 
cowering. Speed of drop can be con- 
trolled by varying the pressure on 
the trigger. An automatic centri 
fugal brake is also fitted, and this 
ensures that the rate of drop is 
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new 





f dyvnan 


How much time does testing take? 


TESTING will always be an important, though unproduc- | WHERE TO GET MORE INFORMATION 
tive, aspect of factory production And, because it is | Your Electricity Board will be glad to help 
unproductive, it should occupy the least possible time 
consistent with accuracy. In your works, are your test 


methods as quick and foolproof as they might be ’ There : , ‘ aie 
yee _— : | : B to increase production by using Electricity 
are many improved electrical test methods which can 


offer you faster, more certain non-destructive testing, to grenter advantage — on methods which 
which can be operated by the unskilled, and which are | ™4Y Save time and money, materials and 
suitable for single or multiple tests. It might pay you to | ©0al, and help to reduce load shedding. 
investigate these ways to make the efficient use of electricitn Ask your Electricity Board for advice : 
increase productivity. it is at your disposal at any time. 


Electricity for PRODUCTIVITY — 
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you get the utmost value from the available 
power supply. They can advise you on ways 
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AlD TO 
LEC/IBILITY 


S OME people use a pair of bellows, but they 
only move the dust somewhere else in_ the 


composing room, so we introduce this B.V.C. 


type cleaning tool. “T'ype-toileting’ by vacuum 


Is simpler, quicker in ‘every case’. 


Its associated vacuum plant with suitable 
attachments can be applied to vacuum-cleaning 
operations of all kinds in composing room and 


machine room. 


rom ‘ moecrnin 
extraction Oo 
materials if 


no 


eve INDUSTRIAL VACUUM 


CLEANERS 





THE BRITISH VACUUM CLEANER & ENGINEERING CO. LTD 
DEPT. 11, GOBLIN WORKS, LEATHERHEAD, SURREY. 
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SAVE TIME, SPACE 


AND LABOUR with 


B.E.V. Electric 
Trucks 





The D.H.23 (left) is the 
latest addition to our range 
of Fork Trucks. Sturdy, 
compact and extremely 
mobile it can be supplied 
with either solid rubber, 
pneumatic or cushion type 
tyres. It has a speed of 
4-6 miles per hour and will 
lift one ton to a height of 
12 fe. Can also be supplied 
in !Scwt., | and 2ton 


capacities. 


The Elevating Platform Truck (below) 
is designed to handle low platform stillages 
Simple to operate and easy to maintain, 
it has a carrying capacity of | ton anda 
speed of 4-6 miles per hour. 


WINGROVE AND ROGERS LTD. 
(DEPT. B/H/E) 
Acornfield Road, Kirkby Trading Estate, Near Liverpool. 
Tel Simonswood 2237. 
and Broadway Court, Broadway, London, S.W.!. Te/. Abbey 2272/3 
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The Minilift at work. 


even for the heaviest load 
A hook is provided for suspending 
the Minilift from a beam or othe 
support. Overa!! length of the de- 
vice is 6ft., and the height of lift i 
12ft Smaller models are 
available 

A certificate 
with each hoist 
Enquiry Ff 


sale 


Folds When Empty 


\ UCH storage space can be 
+ saved by the us¢ f Granby 
folding containers Easily erected 
and collapsed in les than 10 
seconds, the containers are 

Zins. high when folded 

The framework is const! 
from steel or aiuminiun 
and the panels < 
plywood, pressed wood 
laminated paper board 
tively, the containers can 
entirely of alloy or stee 
plated or enamelled t 
corrosion. 

A variety of 
and the only 
height must be 
he width to a 
Varying the gauge 


angie, 


sizes } 
limit 1s 
slightly 
OW 


Above, the container erected and, 
below, folded for storage. 
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frame and the thickness of the 
panels gives different strengths for 
light or heavy loads 

Since the corners 
each container are 
the metal 
resistance to damage 

Special toggle clips secure the 
lid in both the erected and col- 
lapsed position, and, if required 
can have tamper-proof sealing 
Wire or webbing handles can als« 
e fitted to aid easy handling 


Enquiry Ref. No. F.12 


and edges 
protected | 


HEATING EQUIPMENT 


Heat Distributor 
—_ to give more even 


distribution of heat than that 
achieved by normal methods is the 
Halcyon space heater Gas 
operated, the units are mounted at 
least 6ft. from the floor and spread 
warmth throughout the workshop 
etc., by an electric fan 
Two types are available: one for 
operation with a flue, and the 


Halcyon heaters in a workshop. 


) 


her without. Advantages 
for the heater are 
heat where and 
quired; moreover, 
pies no floor and gives 
rapia rise in temperature 

snquiry Ref. No 


aimed 
that it provide 
when it Is re- 
the unit occu- 


pace 


LIGHTING EQUIPMENT 


Light Service 


YIMPLIFICATION 
b ance is » chief 
of a new tyt f 
light. This i 
complete unit 
in the ceiling 
ground leve 
be carried out 
without the ne 
without interte 
mal work of ar 
A hinged frame c 
lamps, reflectors and a 
louvre. When it is required t 
clean the fitting or change one of 
the lamps, a self-sustaining winch 
is operated and this lowers the 


frame, they have a high 


Lowering the laylight. 


hinged frame to the vertical posi- 
tion. As the frame drops, the 
louvre slides forward, uncovering 
the lamps. The louvre unit can 
easily be removed if necessary 
When in the raised position the 
new vlight is secured by an auto 
matic catch and looks like a nor 
mal fitting 

The principle of operation is ap 
plicable ll sizes of ivred oO! 
glazed fittings 


ry Ref. No. F.12 


ROCESS EQUIPMENT 


One-man Bender 


( y special interest to engineer 

and building contractor i 
the P.H.C. portable pipe 
machine for use \ black or gal 
vanized_ stee wrought-lror 
pipes from 3 diameter 
The pipe the 
state. and on he 


+ 


bending 


are 


ance 
the 


One hand is enough. 








jin. diameter can be bent in one 
minute; pipes of from 14 to 2ins 
in diameter take three or four 
minutes. Weights of the machine 
and its accessories are: machine 
only, with accessories 10241b.; 
seven formers and rollers, 128}1b.; 
double-action ratchet, 243lb.: tw 
pedals, !9}lb 
The formers are blocks fitted 
into the machine to suit the size 
of pipe being handled, but the 
whole range is usually not re- 
quired on the site Two rollers 
are supplied and may be used in- 
stead of the formers with small- 
size pipes 
Enquiry Ret. No. F.12/6 


Feeds Automatically 


| ECENTLY introduced the 

Type M.1 motorized coil 
holder is capable of handling coils 
weighing up to 3 cwt.. with inside 
diameters ranging trom 7 to 17ins 
outside diameters up to 3ft. and 
vidths up to 6ins. Drive is from 
au 4 hp. electric motor and a 
teature of the design is the totally- 
enclosed wiring and _ electrical) 
equipment and almost completely 
enclosed mechanism 

When the equipment is used for 
feeding strip to a press, one loose 
coil is allowed to hang below the 
trip lever which’ carries” an 
aluminium roller. As the strip is 
drawn through the tool by hand 
or by the automatic feed of the 
press, the sensitively-balanced trip 
ever is raised, causing operation 
1 a mercury switch to start the 
motor. The latter, through reduc 
tion gearing, rotates the entire coi 
and when the loose coil has been 
enlarged to a predetermined size 
the trip lever. in moving down 
stops the motor. A friction clutct 
is incorporated which allows slight 
slipping to avoid straining th 
motor and gearing by the repeated 
sudden starting of a heavy co 
Secondary use for the coil holce: 

for winding scrap Changin 














Feeds presses or winds scrap. 
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over tu this operation is achieved 
by altering the position of a con- 
necting link 


Enquiry Ret. No. F.12¢7 


GENERAL EQUIPMENT 


Shock Absorbers 


TIBRATION trom machines can 
have unpleasant effects on 
buildings and workers, and maj 
also impair the accuracy of neigh- 
bouring equipment Rubber 
mountings can alleviate this 
nuisance, and a new range has just 
been added to the Cushyfoot series 
Known as the A range, they are 
suitable for loads of between 200 
ind 800lb. The rubber absorbers 








Underside view of a mounting. 


ire mounted at an angie to give 
maximum shear and compression 
oading. The rubber is joined 
directly te the meta by the 
Metalastik process 

Enquiru R o. F.12/8 


Handy Rack 


lewd industries can tind uses 
4 for the Handirac, a simple 
robust trolley that can solve many 
carrying and handling problems. 

Constructed of tubular steel. the 
equipment has a balanced wheel 
avout, with two rubber-tyred 
castors at the centre and one at 
each end. This makes for maxi- 
mum manoeuvrability in confined 
gangways and spaces; the Handi 
rac can, in tact, turn in its own 
ength. 

Three shelves of .mild steel] sheet 
are incorporated. ‘These are tilted 
backwards slightly to prevent 
tools. ete., rolling off during tran 
it A grid of steel strips forms 
ne side and serves the same pur 
pose 

Standard 
4ft. 2ins. long by 4ft 
Ift. 3ins. wide Maximum 
permissible is 2 cwt A 
variety of stove 
crackle finishes can 
Shelves car ilso bs 


size of the trolley is 
4ins. high by 
load 
wide 
enamelled or 
be provided 
supplied i: 


One use for the Handirac. 


ilternative materials sucn aS WOu¢ 
ind plastic. and Handiracs can be 
designed or adapted for any par 
ticular purpose 


Enquiry Ref. No. F.12 


ELECTRICAL EQUIPMENT 


Current Reading 


ae device that great 
b facilitates the taking of cu 
rent readings in electrical circui! 
is known as the Amp-Check. Onl 
two inches long, it is designed t 
ve permanently fixed in the circul' 
ind avoids breaking the circuit 
insert the ammeter 

When it is desired to measure 
or d.c. current the probe 
of an ammeter are pushed in tur 
into sockets on the Amp-Check 
The irrangement ot contact 
vithin the device diverts the cur 
rent through the meter withou' 
interrupting the flow or causing 
arcing Disconnection of the 
meter is also accomplished wit} 
out interrupting the current 

Provision is made for joining 
the devices in banks if more thar 
one is required in a=  circvit 
Moulded on the body of the Amp- 
Check is a cross to indicate the 
positive end and a recess to take 
an identity iabe! 

Enquiry Ret. No 
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MACHINERY 


Standard Grinder 
Lt gees bench grinder that ha 


rubber feet and so does no* 
need bolting down. uses 61 
diameter grinding wheels and 
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| MORRIS-COMMERC 


2 


lO cwt express delivery van 


wot on 
* 


cy 


MORRIS COMMERCIAL CARS LTD., ADDERLEY PARK, BIRMINGHAM, 8 


eas 
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nown as the Standard Benci 
Model 

The removable whee! 
vhilst protecting the 
vide enough to permit the use of 
vire wheel brushes 

Suitable for sharpening 
Zeneral grinding, wire brushing 
buffing, ete., the grinder is powered 
DV a tnree-pnase 
motor suitable for operation off a 
range of a.c. voltages 

Tool rests are provided and thes« 
ire easily adjustable to compen- 


ate for wheel wear 
speed at 50 cycles is 


No-load 
$000 r.p.m. The machine weighs 
25lb. and overall spindle length is 


11 ?in 


guards 


too! 


one or electric 


Enquiry Ref. No. F.12/11 


Small Piece Moulder 
4{MALLEST mode in the 


» Windsor range of plastics in 
ection moulding machines is the 
iew S.H.1 

With a plasticizing capacity of 
ibout 10lb. an hour, the machine 
> designed for small piece produc- 
tion on a semi- or fully-automatk 
The S.H.1 exerts a 20,000\b 
per sq. in. pressure on the thermo- 
plastic material, and has a locking 
oad of 30 tons. With mould plates 
l6ins. by lljins. the maximum 
irea moulded is from 10 to 12 
sq. ins. On a dry run 420 shots an 
1our have been recorded 


ASSIS 


operator, are 


Plasticizes 10 lb. an hour. 


The control ge: for semi- 
automati completely 
mechanical; 1 lectrical appara- 
tus 1s 

Safety of the operator is ensured 
by interlocking the injection with 
the clamp. Injection cannot, there- 
fore, take place untii the machine 
| 1. The hydraulic system is 
give life with 
no maintenance 


Enquiry Ref. No. F.12/12 


~ «AIR CONDITIONING — 


Laying Dusts 


operation 


used 


IS LOCKE 
designed to long 


ttle or 


YUCH is the flexibility of a new 
» type of unit dust collector that 
it can easily handle large air 
volumes carrying little dust, small 
volumes with a heavy dust con- 


centration, light, bulky dust 
heavy concentrated dusts 

This flexibility is obtained 
litting five standard fans 
and motors, two different filter 
assemblies and four standard dust 
storage containers The Dust- 
master units cal be used 
separately or connected in small 
multiple plants. with runs of duct- 
ing if required 

Flameproof fabric filters of 
new type are kept efficient by a 
semi-automatic shaker 

Enquiry Ref 
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{ exenuneen 
FITTINGS 
AND 
WIREWORK 
LOCKERS 


Harvey Cloakroom 
Fittings have been 
designed to meet the 
requirements of all 
modern cloakrooms. 
The double-sided 
island stack illus- 
trated aboveis approx. 
5’ 6” high and is con- 
structed of tubular 
framework enclosing 
a wirework panel. 

















The wooden seat is supported by an angle frame and tee bar legs, incorporating boot and shoe 
compartments approximately 12° wide x 9” high x 12” from front to back. Send for List BU 830. 


Harvey Wirework Clothes Lockers are strong and durable, and economise space. Available 
in single units or nests of 2, 3, 4, or 5 Lockers. 


5 
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Leave it for 5 years... 


And a Nife lamp will still give brilliant light at 
the first touch of the switch. The remarkable thing 
about Nife cells is that they do not deteriorate 
while standing idle. There is no self-discharge, no 
corrosion, for both container and plates are made 
of steel and the electrolyte is actually a steel pre- 
servative! Absolutely reliable, Nife portable lamps 
rapidly pay for themselves by their almost com- 

plete freedom from mainten- 


ance Costs. 


Portable floodlight 


The lighting unit, on an adjustable standard 
(max. height : 5’ 5"), can be swivelled in any 
direction. 9 hours’ continuous, brilliant 
light from each charging. The whole ap- 
paratus fits into the carrying box: weight, 


complete : approx. 36 Ib 


BREAKDOWN GANGS 
EMERGENCY LIGHTING 


Hand Lamp 








— 


ing gives 9 hours’ continu- 7 


All-steel construction 


Weight: 4 !b. Each charg- 


ous, powerful light. 
SHIFT ELECTRICIANS 
EMERGENCY 
FIRE CUPBOARD 
NIGHT WATCHMEN 
SHIP-BOARDINSPECTION 


Head Lamp nes 


lens of unbreakable ‘Perspex Each charg- 


combined bezel and 


ing gives 10 hours’ continuous, intense 


light. Headpiece weighs only $3 oz. 


INSPECTION WORK - FIRE SERVICE 
TUNNELLING SEWER WORK 


PORTABLE LAMPS BY 


'NIFE 


Please write for illustrated leaflets 


REDDITCH + WORCESTERSHIRE 


NIOA 


NIFE BATTERIES 
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NEwron 
SH ylhaltuck 


THE TRUCK WITH A HUNDRED USES 


British Manufacture 


Simply Atydraulies - PLUS 











L A FEW STROKES OF THE HANDLE 


musi 


HALVE, ic costs 


AND DO THE JOB BETTER, 
CHEAPER, QUICKER AND SAFER 


The Hydratruck is unique 
and fully guaranteed. Loads 
of half a ton are lifted by 
hand to nearly five feet in 
under a minute — compare 
this with manhandling 





EVERY TRADE HAS A USE 
FOR A HYDRATRUCK 


The All-Rounder that 
Slashes Handling Costs 
* Nee 


AGENCY AND DISTRIBUTOR 
TERMS ON APPLICATION 
Telephone 
hepherds 
3443 


om LIMITED 


Telegrams 
VALETTA ROAD, ACTON, LONDON, W.) 


Newsorber 
Ealux, Lond 
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* UNITS OR COMPLETE SYSTEMS 
DESIGNED FOR THE JOB! 


Simplicity, strength and design for the job are the factors of success 
of the Kee Kiamp system of Tubular Construction. They have 
together solved the handling and storage problems of major industries 
of this country and of thousands of firms throughout the world. 


Kee Klamps Storage Racking, -— 

Pallet Stands, Machine Guards . . . 01 . | JUST 
H ork Trollies, designed by us to meet 
your requirements, can be built quick - 
ly, easily, with your labour or with ours I | I) - THE | 
Investigate the possibilities of this @W) WA GRUB 
system to your business —advice and 
full details freely available from the 
Service Department of 


The~Geo. H. GASCOIGNE CO. LTD. 
507 Gascoigne House, Reading, Berks. Tel: Reading 4831/2/3 


TIGHTEN 


| 
| 





SCREW 
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PEOPLE OF VISION 


Continued from page 72 


customers (having first obtainec 
their permission) a_ reasonab) 
long list of well-known firms 
Space was taken in technica 
papers and as each industry was 
conquered. a new list of customers 
was drawn up to appeal to the 
next. The build-up was rapid anc 
the number of customers increase: 
to between 15,000 and 16.000. in- 
cluding most of the biggest con- 
cerns in the country Turnover 
increased tenfold 

The choice and location of repre- 
sentatives meant that the countrs 
was covered geographical]; But 
care was taken to see that their 
collective experience was available 
to deal with corrosion problems ir 
every industry, head office acting 
as a channel of information. Miss 
Allden introduced “lead forms,” o1 
which each’ representative  in- 
formed head office of branches ot 
users outside his own area. These 
forms were then sent on to the 
representative of that particular 
area, the head office having addex 
any further information availablk 

Another important organiza- 
tional feature is the reference 
index in loose leaf books, divider 
into towns and sub-divided int 
pages for each customer in alpha 
betical orde Carbon copies ot 
sheets and additional entries are 
sent weekly to the representatives 
who in this way are immediately 
informed about orders  placec 
direct with head office At the 
same time Miss Allden can see at 
a glance how business in any par- 


ticular town is progressing 


New Markets Abroad 


Having conquered the home 
market, Plus Gas turned their 
attention overseas So far the 
have appointed agents in Canada 
New Zealand, Denmark and Hol- 
land. They have done so well that 
business is now being opened uy 
in another 30 overseas markets 

Of course the firm have ha 
their problems. At one time raw 
materials—some of which were 
controlled—caused a good deal of 
anxiety on the production side of 
the business. Miss Allden tackled 
this with the same vigour and en- 
thusiasm that she brought t 
organization and _= sales The 
bottlenecks were broken and the 
business continued to grow. 
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ne 
\ map and : 
plan mounting | 


THE FIRST-CLASS JOB speaks for itself! 
something to remind you perhaps of clean 
sheets newly aired! Smooth your hand across its sur- 
face. There is strength and durability, fine finish, 
fitness for its special purpose. . . . The greatest care 
is necessary. No two lots of paper are exactly alike. 
Papers, cottons and mounting boards vary in tensile 
strength and shrinkage factor. A particular glue will 
suit one job—only a certain paste can be trusted for 
another. Generations of craftsmen have handed on 
knack and knowledge of this kind at WEST; we are 
constantly experimenting, testing, making sure! 
Perfected processes include joining and mounting 
maps and plans of all sizes on to 
paper, cotton and board; 
providing and fixing roller- 
and-ledge fittings; fixing to 
spring rollers; mounting fiat 
or cut to fold as for road 
maps; providing and fixing 
large wooden strainers as for 
theatre and exhibition displays; 
expert repair of torn and dilapi- 
dated documents ; binding reports and 
estimates into book form; edge-binding 
with ‘ Byndite’ or silk; and varnishing 
+++. and we welcome new problems! 


In the field of map and plan mounting 


W E A ge understand your problems 


A.WEST & PARTNERS LTD - 4 ABBEY ORCHARD STREET - LONDON - 8.W.1 
TELEPHONE: ABBey 3323 


WESTY SAYS: Wu epecialise 
tm mounting up competition 
work — faultiess presesta- 
ties Is so umportant. 
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“T] Py 
All the high spots 
-mn a jiffy! 


BEANSTALK 


MOBILE HYDRAULIC WORKING PLATFORM 
ladders, scaffolding 


overhead work—legs span fixed 


Supersedes timber towers, trestles, 
Gives close access to all 
objects. 
and into lifts. 
R.3 


Folds to pass through doorways, narrow gangways 
Manually or electrically operated. Send 


for folder and let us arrange for you to see 4 


demonstration 


WM. MOSS & SONS, LTD. 


Vechar enta D 
North Circular Ros Cricklewood 


. i ne Sst 


London, N.W.2 








WERE OUT OF sTOCK/ 
WHEN CAN YOU DELIVER 


TOMORROW, 
BY AER LiNeUs/ 


Speed is the obvious advantage of sending goods to 


Ireland by air. But there are many other benetits just 


as real 


lower packing, insurance and warehouse costs 


| 


less capital tied down by stored stock. Greater safety 
for travile, perishable or precious freight 

Frequent services from many centres. Flying time 
from London to Dublin is 2 hours and less from 
Birmingham, Liverpool, Manchester, Glasgow, 
Edinburgh, Cardiff, Bristol, Isle of Man 

For full details about packing, collecting and 


freight rates, phone Aer Lingus, British European 


\irways or your local forwarding agent. 


, 
| AER LINGUS 


cheba AIR LINES 
il 
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Production costs are the sum of materials, overheads and 
man-hours and the greatest of these is man-hours. 
Gledhill-Brook Recorders provide an accurate record of 
working time, and the relative statistics for an analysis of 
overtime and varying wage rates. The Gledhill-Brook 
System is essential equipment in every serious effort to 
improve production. 


GLEDHILL-BROOK 


TIME RECORDERS AND COSTING SYSTEMS 


Enquiries to: 


GLEDHILL-BROOK TIME RECORDERS LTD 
38 EMPIRE WORKS - HUDDERSFIELD 














STEEL PARTITIONS 


ABIX 























Abix steel partitions are light, strong and fire 
resisting 

Suitable for office or factory, they can be erected 
by comparatively unskilled labour 

Catalogue on request 

\ product of the manufacturers of the popular 
Abix cycle stands 


ABIX (METAL INDUSTRIES) LID 


FACTORY EQUIPMENT SPECIALISTS 
TAYBRIDGE WORKS, TAYBRIDGE ROAD, BATTERSEA, S.W.!!. 
Phone BATtersea 8666/7. Grams: Abix, Batt. London 
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DRASTIC PRICE 
REDUCTION! 


THE LAMSON 
“SKATE WHEEL’ 
GRAVITY CONVEYOR 





Wheels set at 3 in. pitch 
Width of section, 144 
in Improved techniques and expanded production enable Lamson 
Tripods adjustable from to offer this Conveyor from stock at an attractive and 
28in. to 46in. 
competitive price. May our Representative call and give you 


full details ? 








Telephone LAD. 2424 “a 
i A tA, q 0 a Telegrams: KELYWIL, WARLES, LONDON Write for particulars to Dept. “‘D 


ENGINEERING CO.,LTD. WILLESDEN N.W. 10. 











RUBBER & METAL 
MARKING DEVICES 


Dating and Num- 
bering Stamps in 
several stock sizes 
or made to special 
order 





e 


Rubber and other 
Stamps for Marking 
Components, Cases, 
Cartons, Bales, etc 


+ 
———* Stencils cut to any 
design. 
PEGBOARDS 


Pegboard analysis consists of so arranging suitably punched and 


printed stationery that irrelevant detail and narrative are masked @ Send for 96 page Fully Illustrated Catalogue 
by adjoining forms, and only items or amounts required for the 


analysis are exposed to view 
We illustrate the simolest type of Pegboard which consists of a 


pee mowed tang the top steal aout Fre John T. Clarke & Son Lid 
punched terms are ienpaied on thave pags giving 2 consiavens overten ronm &. arke & Son Lt 
** shingle ' a Ided rr hid h fre d 
uonh—< 60 CHARLES STREET 
Full particulars from M ANCHE STE 
RAVEN EQUIPMENT LTO. aVELR1 WN uS ER, l 


Pegboard Specialists Telephone: ARDwick 1515-6-7 


419a, CALEDONIAN ROAD, LONDON, N.7. MOU 2647 
EEA RIEL ABE | RPT EE 
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DIRTY HANDS 1 


ABSENTEEISM ! 


Give them a CLEAN towel 
for every occasion. 
For O 


Teese GETTER «sity towels REALLY ORY anc are 
CHEAPEST I THE LONG BUN cecause -elease 
OnE AT A PULL from the cob re 

NO WASTE 


KWICK-DRY PAPER TOWELS 


w® Cur 


disintegrate 
, 1937 Factory Act 


CUT COSTS—BE MODERN 
install 
KWICK-DRY de luxe CABINETS 


vv“icr we JVdELS are 
ed 4 





AUTOMATIC 
CONTROL 
C4 

oNE, 


Ful! det { ation t we pept 
Freeder Brothers Paper Mills 
BRIMSDOWN, ENFIELD, MIDDLESEX 


Tei t10Ward 1647 (5 lines Sylkocrepe Enfield 


IMPROVED SUPER SOFT 


PAPER TOWELS 


BUY YOUR 


TOILET 
ROLLS 


DIRECT FROM 
THE MAKERS 


OF HIGH QUALITY 


IN ANY WEIGHT FOR 
RIES, INSTITUTIONS 


FACTO 
S, ETC. 


ty rates 


. | yanti 
* Special 4 request. 


and samples on 


HUNT & COLLEYS LTD. 


HUCKNALL RD. NOTTINGHAM PHONE : 61088/9 
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ACCIDENT PREVENTION No. 





This 


Industry 


Puts Sa fety 


First 


By A. ELSON and P. WRIGHT 


A few months ago, two men crossed the Atlantic in order to 
study accident prevention methods in American iron and 
steel works. They were A. Elson and P. Wright, respectively 
accident prevention officer and rolling mill superintendent 
in the Samuel Fox and Steel, Peech & Tozer branches of 
The United Steel Companies, Ltd. The Elson-Wright 
report has now been published and is summarized below. 
Though personal to the authors and intended for their own 
organization, it is of interest not only to the iron and steel 
industry but also to production groups throughout the 


country. 


It opens a new BUSINESS series on top manage- 


ment attitudes to accident prevention. 


qgwACH OF 

4 visited 
ment, generally 
accident prevention 
number of safety engineers and 
clerks The accident prevention 
officer is equal in status to a de- 
partmental manager and is respon- 
sible to the general manager, or t: 
the equivalent of a works mana- 
ger The safety engineers are 
attached to sections of the work 
They are responsible to the 
dent prevention officer, but 
closely with departmental 
gers 

Responsibility for accident pre- 
vention rests ultimately on the 
foreman. He is, however, actively, 
assisted in this part of his work 
by all levels of management, in- 
cluding the general manager 
Regardless of circumstances 
blame for an accident is attached 
to the management and not to the 
man himself. A case was quoted 


THE 
has a safety depart- 
consisting of an 
officer and a 


stee 


accl- 
work 


mana- 
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manager ing suspended tor 
evera!l weeks for having 
ently high rate of accidents in hi 
department Another was 
cited of a foreman being relegated 
t “allowing” toc many accident 
to occur to his men 

As a rule, the genera 
| monthly meeting 
and departmenta 
when the 
give the re 

however small—which 
irred, and to explain 
what steps they have taken to pre- 
vent recurrence. Works manager 
hold a monthl) meeting 
with their departmental manager 
who, in turn, hold a monthl; 
meeting with their foremen. Fore- 
men meet their men either in 
mall groups, or as a whole, once 
a week 

At several works all foremen 
are required to make “Job Safety 
Analyses.” These completed 


i consis- 


case 


manager 
with the 
mana- 


holds a 
vorks 
called 


tor an\ 


gers ier are 
upon to 
accidents 


nave 


asons 


may oct 


atety 


ail 


are 


eacn 
out In 


listing: (a) 
peration carried 
partment D section; (D) 
hazards connected with 
yperations; and (c) the safety pre 
cautions or the procedure to be ft 
lowed to eliminate the hazard 

A considerable amount of worth 
is involved, and usually foremer 
t required to complete more 
than one or two safety job analyse 
per week. But results more thar 
justify the effort required 

At the entrance to nearly ever 
works 


step olf ever 
their de 

tne 
these 


ire n 


notice-boards, in 
irge as 12{ft. 
departments the acci 
dent records for the current montt 
ind the to date Warning 
notices and slogans painted on the 
walls of buildings are more in evi 
dence than posters, though 1 
] Other media in 
booklets and cir 
now iccident 
and suggesting 
further trouble 
varies So 


tnere are 
some Cases as 


showing 


quare 
veal 


hese 
are aiso used 
clude illustrated 
culars describing 
hav happened 
avolaing 
Rule policy 
works have printed rule book 
each department and trade; other 
have one 
special jo! 
ticulal 
pline is 


0 verbal 


Vays ol 
OOK 


book ane 
relating to par 

Safety disci 
the forn 
warnings 


generai rule 


heet 
operation 
rict It take 
written 
ind, in extreme casé 
Trade union support i 


and 
uspension 
dismissa 
given 


EQUIPMENT 


VYEINHE STANDARD of ma 

guarding at the plants visited 
is high, but it is not equal to that 
of United Steel in this country. 
For though toothed 


rine 


example a 
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gearing and shaft couplings are 
usually encased, the revolving 
shafts are unguarded. Nor did the 
authors see any guarding of the 
long travel shafts on overhead 
cranes. On the other hand, owing 
to the amount of room available in 
most of the American steel works 
machines are well spaced, and 
wide gangways and adequate 
stacking and working 
possible. Engineers’ spares are 1n- 
variably kept in one or two well- 
defined areas outside production 
departments. The f 


areas are 


standard of 
housekeeping is also generally bet- 
ter than the average in Britain 
All of these things greatly reduce 
accident risks. 

Far more attention is paid to 
personal protection than in this 
country. The wearing of safety 
boots is a condition of employment 
in most steel works. They are 
sold at cost price and payment is 
generally made by deductions 
from wages. There is little diffi- 
culty in persuading men to wear 
them, primarily because the boots 
are comparable in appearance, 
price and comfort with any ordi- 
nary boot on the American mar- 
ket 

Special gloves are also provided, 
and must be worn for work involv- 
ing inherent risks. Many men 
wear ordinary industrial gloves 
even where no special hazards 
exist. These are purchased by the 
workmen themselves 

The wearing of goggles is com- 
pulsory in occupations and _ sec- 
tions cf the works where there is 
a risk of eye injury. They are in- 
variably worn by men working in 
machine shops, and at some plants 

certain operatives in rolling 
and furnaces 
Eve protective equipment is issued 
free to the men, who are required 
to wear lit. 

At several plants the 
ployed on the tapping of 
and the teeming of ingots are re- 
quired to wear protective clothing 
consisting o! asbestos 
trousers, gloves and wire-mesh 
face shields, all of which are sup- 
plied free. 

The wearing of hard hats 
issued free—by men employed on 
work where there is a possibility 
of head injury is nearly always 
compulsory. Most maintenance 
men and furnace wrecking gangs 
wear them 

First-aid 
ments 1s 


MI1iis 


around blast 


em- 


furnaces 


men 


. ; 
COdls, 


equipment in depart- 
limited to stretchers 
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How to Make a Job Safety Analysis 


Summary of instructions to foremen and others at an iron and steel 
works in the United States 


The goa lis to 


This is a big project. 
it be done all at one time. 


What you do: 


1. Consider one job that one of your men does 
the man’s position, e.g., heater, machinist, repairman, labourer. 
part of his job, e.g., light up a cold oil-fired furnace, rough turn on a lathe 
between centres, replace broken shaft on roller line drive 


2. Write down the elementary steps of the job in the order in which 
Don't list the steps in the order you think they should occur— 


they occur. 
this comes later. 


3. List for each step all hazards that exist in connection with each step 

4. List the steps that can be taken to eliminate the hazard, e.g., guarding, 
changing working procedure, relocating the operator 
precautions that are necessary, e.g., wear goggles, wear gloves. 

5. Study what you have done and, if necessary, revise the job to eliminate 
Keep the analysis up to date. 

6. Consider another job and do the same thing. 
process until all the jobs are completed. 


the hazards. 


A few “‘dont’s ”’: 





1. Don't try to do too much at one time. 


and work on one job 


2. Don’t be over-impressed by the magnitude of the overall picture 
3. Don't overlook anything that might seem unimportant. 


And a few suggestions : 





1. Work with other foremen and supervisors who have a knowledge of 


the job you are analyzing. 


2. Ask the opinion of the men who are doing the job 
3. Get the help of the safety supervisor in your department 
4. Devote a portion of your time to this phase of your job each day 


tourniquets. Ni 
other form of 


blankets and 


bandage r any 


dressing are kept in departments, 


since the general policy is to treat 


all injuries, however slight, at the 
medical centre. Training in first 
aid is gene restricted to the 
movement of an injured person on 
to a stretcher, carrying stretchers 
control of eeding, and perform- 
ance of artificial respiration 


RECOMMENDATIONS 
NUMBER of the measures 


the U.S.A. to re- 
should be con- 


“ taken in 


duce accidents 


(1) break down every job under your supervision into its 
component parts; (2) list hazards for each part of the job; (3) study the 
analysis and list the necessary corrections. 

It cannot be done by any one man alone, nor can 
But in its essentials this is no different from 
planning a job which you do in your head or on paper every day of the week. 


Don't try to analyze 
Take one 


List all the safety 


Keep repeating the 


Take 10 to 15 minutes a day 





sidered for adoption either at once 


rr as a long-term policy, possibly 
in collaboration with trade union 
officials The following recom 
mendations are made 
| “Job Safety Ana vses’ (see DOX 

on this page Safety 
tions arising out these would 
tend to eliminate hazards and 
thereby reduce the number of 
dents. 

“Job Safets 
2 he results of 
Analyses” should be distributed t 
the employees concerned 
managers should hold 
accident prevention 
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precau- 


acci- 
Cards’ based on 


“Job Safety 


General 
regular 





PREVENT INFECTION . . REDUCE 
ABSENTEES .. CUT YOUR OVERHEADS 


JuIDping your washrooms with t 


HARCRAFT 


PAPER TOWEL SYSTEM 


More hygienic than roller towels hand-to-hand infection 
completely eliminated More economical than norma 
paper towels Controlled delivery prevents more than 


one at a time being taken 


And now even better quality paper larger, softer, more 
absorbent, with greater wet strength and drying power 


still further reducing number of towels used 


Get details of the HARCRAFT installation to meet your needs from 


HARCRAFT LTD - ESSEX ROAD: ACTON - LONDON W 3 (Acorn 3311) 











PARK YOUR CYCLES . 
tHe ODONI way || PH TEMS 


(REDG. TRADE MARK ) 


With Odoni Patent ‘“ All-Steel”’ SANITARY TOWEL 


VENDING 
B I C Y C L E S T A N D S MACHINES 


Single or Double: Sided Horizontal or Semi-Vertical . 
For Indoor and Outdoor use provide thes e 


TYPE 10 


DOUBLE SIDED 
aha a @ A mechanism that can be 
STAND. BUILT adjusted to ope rate on any\ 
WITH CLOSE number of coins 
RACK 
ARRANGE- ® 
MENT (CYCLES and non-soluble 
AT 12” 
CENTRES) e 
Write for fully illustrated leaflet and price list to 
Sole manufacturers and Patentees. 


advantages 


\ choice of brands—solubk 


An assurance of unlimited 


supplies. 


Particulars from 


ALFRED A. ODONI AND CO. LTD., PETER’S AUTOMATIC MACHINES LTD. 


ees ieee | LADBROKE ROAD, LONDON, W.II. 


Tel. No (WORKS: LONDON, N.W.) Tel. Add Telephone: PARK 7608 
MONarch 8638-9 Odoni, Ave., London 
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meetings with departmental mana 
gers, and departmental managers 
hold similar meetings with their 
assistants and ftoremen 
Accident prevention depart 
ments should be extended by 
the appointment of additional 
assistant accident prevention 
officers. This is not intended t 
relieve departmental managers ot 
responsibility for accident preven- 
tion, but rather to provide them 
with assistance when required 
Boot manufacturers should be 
approached with a view to pro- 
ducing safety boots in a greater 
variety of sizes, fittings and styles 
than at present 
Consideration should be given 
to making the wearing of safety 
ots a condition of employment, 
at least by those working in de- 
partments where foot injuries are 
common 
7 The company’s policy of giving 
a discount of 20 per cent. on 
the price of safety boots should be 
maintained; at the same time pro- 
vision should be made for em- 
ployees to pay for them by deduc- 
tions from wages. 
8 The compulsory wearing of eye 
protection should be extended 
beyond the occupations named in 


the Factories Act (Protection ot 
Eves Regulations) to cover: 
(a) all employees working in 
the department or section of a 
department in which the occupa- 
tions named in the Regulations 
are carried on; and 
(b) all employees in a depart- 
ment or section of a department 
where there is a danger of eve 
injury from flying particles 
9 Consideration should be given 
to the compulsory wearing of 
hard hats men employed on 
work where there is a danger otf 
head injury. 
10 Departmenta managers 
should reprimand men who, 
having been warned by their fore- 
men for contravening works safety 
rules, or for committing unsafe 
acts, are discovered repeating the 
offence 
il When considering the iayout 
of new plant, more specialized 
attention should be given to poten- 
tial accident hazards, particular], 
those arising from the handling ot 
materials. 
Strenuous efforts should be 
made to improve the standard 
of housekeeping. The storage otf 
engineers’ spares in allotted areas 
or parks outside production de- 


partments where this is not 
already done would facilitate 
housekeeping and remove a num 
ber of accident hazards 
13 Large notice-boards should be 
erected where practicable at 
or near the main entrance to 
works giving information regard- 
ing accidents, e.g., the number of 
lost time accidents each month 
compared with those of the pre- 
vious month 
14 After more than five days’ a 
sence through injury or sick 
men should be examined and 
the works medical offi- 
cer before being allowed to restart 
work. 
15 More attention should be paid 
to a man’s mental aptitude 
when placing him in the works tk 
ensure he is given employment 
suitable to his capabilities 
16 The Roval Society for the Pre 
vention of Accidents should be 
asked to consider the inclusion of 
accidents to staff and the hours 
worked by them in the calculatior 
of accident statistics. An accident 
involving a manager or foreman 
should be viewed with the same 
concern as a similar incident in 
volving a yard labourer 


ness 
passed by 





Yes, they could 
workers’ canteen. 
wash-up in between. 
‘ catching ” 


infections 


Could these be lowering your output ? 


Every day these things are used in your 
Used by one after another with only a quick 
If there are colds, or influenza, about—or any 
these and other canteen equipment may 


spread the trouble from one worker to a dozen, a score, a hundred 


others. 
Here is ** 


absenteeism ” 


(How many have vou away to-dav?) 
which is management's responsibility. 


Every canteen in the land to-day should be operating an efficient 


germ-destroying system of washing-up. 


urgency and health authorities are taking notice of it . 


It’s a matter of growing 


Let us 


send you details of a washing-up routine that will lift this responsibility 
otf vour shoulders. 


Deosan, Ltd., Catering Hygiene Division, 
345, Grays Inn Road, London, W.C.1. 
(One of the Milton Group of Companies) 
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Thin 


skinned? 


)) 


Ty 
| 





Taking the phrase literally, of course 
everybody is thin skinned — and at 
the mercy of cuts and burns and ‘al’ 
the troubles that the flesh is heir to’ 
Minor injuries can also exact a toll 
on factory output, if they are not 
treated properly from the first. The 
finest dressing is PRESTOBAND 
—easy to apply, neat, and surgically 
safe. PRESTOBAND adheres 


firmly to itself, but NOT to the skin or hair. It needs no satety pins o1 PRESTOBAND 


knots ... freely admits air... 


off cleanly after use—leaving no sticky deposit on the skin costs 


PRESTOBAND "VERNON & CO. L1D 
THE ANTISEPTIC SELF-ADHESIVE BANDAGE 
Sticks to ITSELF — but NOT to the SKIN! 


is Water-resistant. . 





4utomatic 


SANITARY TOWEL 
_-- MACHINES 


Be 
@ @ Essential Equipment 


in every 


FACTORY 
OFFICE BLOCK 
LAUNDRY etc. 


Vodel illustrated dispenses 
the well-known brand of 
‘Lilia’ towel. Capacity: 36 
packets. Can be supplied in 
White or Cream fintsh or 
French Folished Price 
a11.12.6, 


Other models avatlable 


—T a 12 months’ guarantee. 
Se 


a ee 


We can give immediate 


|= 
——_— delivery of both machines and 
— towels 


Full particulars from: 


LAMBART & SMYTH LTD. 


2, Cadogzn Place, London, S.W.} Tel: SLOane 7629 
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and it comes Pack saves 


12 3 ard 

1 
yur S i)) 
‘Phone: Preston Priory 83293 


Samples with folder sent on 
request 








alld ron ALL 


TRADES & PURPOSES 


BOILER SUITS 


BIB & BRACE 
OVERALLS 


APRONS, etc., 
for MEN and 
WOMEN, 
COATS, 
JACKETS. 


“VOLE. 


RIGMEL SHRUNK 
Write for PRICES and PATTERNS 


H. WHEELER & COMPANY LTD. 


107 London Road, Plaistow, London, E.13 
Phone : GRAngewood 407! (5 lines) 





There are no frills 
about 


stoves 


IDEAL FOR FACTORIES AND WORKSHOPS 


These practical heating stoves are excellent 
for industrial premises. Installation and 
running costs are low, and any solid fuel is 
suitable, including coke (for continuous 
burning) or ordinary coal —even com- 
bustible refuse can be used to provide heat! 
Romesse design gives real fuel economy. 
The rising hot gases from the burning fuel 
(usually lost in the flue) are ignited by a 
stream of pre-heated air — extra heat at 
no extra cost! 

Available from any stove merchant. May 
we send you illustrated catalogue ER, 


giving sizes, heating capacities and prices? 


Smith & Wellstood Ltd. Est. 1854. Head Office 
& Works: Bonnybridge, Scotland. 

London: 63 Conduit Street, W.1, and at 
Liverpool, Edinburgh, Glasgow & Dublin 
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Top, the two-door servery. Below, 


( {ATERING administration 

within the Hoover organiza- 
tion is based on the principle that 
there are geographical limitations 
to the degree of centralization that 
is advisable. Under the direct 
control of the catering manager 
I. G. Davies, are all canteens 
within the so-called “Perivale 
Group,” which comprises the com- 
pany’s head offices and factory in 
Western Avenue, London; its 
ffices at Wandsworth Road, and 
a service station at Park Royal 
It is the deliberate policy of the 

ympany, however, that where fac- 
tories are not situated within a con- 
venient distance of Perivale, the 
canteen should be under the works 
manager on the spot. Canteens at 
the Hoover factories in Wales, 
Scotland and High Wycombe are 
therefore run as entirely separate 
nits; they have their own pur- 
chasing organizations, and prepare 
their own menus without reference 
to head office Advice and assist- 
ance are given when requested, 
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ANTEEN AND CATERING 


Rising ood 


Prices Ma v 


Change This 
Canteen 
Organization 
By HAMISH ROBERTSON 


There are six canteens in the Hoover 
catering organization, and three of 
them are in widely separated parts of 
the country. Those in the Perivale 
Group are under the direct control of 
the catering manager. The others are 
run by local managers, with head 
office advice for those who want it. 
More standardization is, however, on 
the way. 


the main restaurant. 


but the emphasis is on co-opera- entertainment of visitors. This is 
tion, rather than direction, and a very big asse o the firm 
care is taken to avoid sacrificing Hoover export to 88 countries, and 
initiative to centralization. last vear meals were served to 
Rising costs have made it par- people trom almost every part ol 
ticularly desirable that in certain the world About 160 a la carte 
directions some degree of stan- meals are cooked and served dally 
dardization should be achieved taff restaurant ym- 
and it is likely that in future this pared with about 1,000 meal 
rend will be increasingly in evi- daily in the main canteen, which 
dence throughout the Hoover can-_ is run on the cafeteria principle 
teens. Standardization was among A very wide and varied choice of 
the principal subjects discussed at food is always available 
a recent conference of all the com- During a recent two months’ 
pany’s catering managements, at period the average number of hot 
which all possible methods of beverages served weekly at the 
mutual assistance were considered Perivale factory was 29,500, main 
The design and layout of pre- meals averaged 6,425 weekly, and 
mises have always been left to the light meals 20,264. The last figure 
ompanys architects In conjunc- includes those supplied by the fac- 
tion with the management of the ry trolley service. Lunch starts 
works concerned, who are also é a.m. and is continuous 
able to draw upon the experience ntil approximately 1.30 p.m. The 
of Mr. Davies when desired cafeteria in the main canteen ha 
At the Perivale factory the com- been divided into two sections s« 
pany has a main restaurant and an th \ sues can be served 
executive staff restaurant. There multaneously; normally cus- 
is also a room set aside for the tomers erved at the rate of 
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Another view of the servery where Hoover salesmanship is evident. 


10-12 per side per minute, but this 
rate can be stepped up to 12-15 per 
minute to meet rush conditions 

Throughout the whole of the 
unch period freshly-cooked 
meals are supplied to customers 
no pre-heated food is served. A 
comparable service is given t 
night workers wh have an 
equally wide range of choice and 
also receive only freshly-prepared 
food 

Mr. Davies has been in charge 
of catering at Perivale since 1940 
and he has taken all possible steps 
te keep within bounds 
Waste i it down to a minimum 
and the management have made 
such a study of customers 
and dislikes that they 
With surprising accuracy 
one will The 
constant from day to 
day. the first comers being the 
heavy workers with corresponding 
appetites, who are followed at re- 
gularly ntervals the 
medium worker b 
office staf! The 
i peak and then taper 
thanks to long 
careful judgment 
cally nothing left 
service 


oni 


. ; 
costs 


close 
likes can 
predict 
what 
breaks are 


each choose 


spat ed . 
and finally 
rises t 
away, but 
experience 
there is practi- 
at the end of the 


pressure 


and 


Buying Control 


Buying is entirely under the 
control of the catering manager, 
who prefers to purchase all perish- 
ables daily, and obtain non- 
perishables in bulk at longer in- 
tervals. Paper work has been cut 
down considerably by the intro- 
duction of a very simple and 
efficient procedure Everything 
ordered is itemized on an official 


order form. When goods are re- 


checked, weighed 
measured or counted, and are en- 
tered on a goods received sheet in 
triplicate. One copy goes to the 
ought ledger with the invoice, one 
to the canteen accountant, and the 
third is kept in the stores. The 
individual items are entered on 
bin cards. Issues from the stores 
are made on_ requisitions All 
meals are paid for in cash, and the 
amount paid is shown on a cash 
register A physical stocktaking 
is carried out monthly, and the 
iccounts department prepare a 
profit and loss account 


month 


eived they are 


once a 


Most processing operations, such 
as potato peeling, bread slicing. 
washing, etc.. have been mecha- 
nized, but Mr. Davies insists that 
nothing should be left to machines 
Every potato, for example 
is handled after being peeled t 
ensure that it is in the best 
dition 


alone 
con- 


Even by industrial standards the 
prices charged are very low, but 
despite strenuous efforts to keep 
them down, Mr. Davies has been 
forced to budget tor an increase 
He is now working on some revised 

isting in the hope of recovering 
of the additional expenditure 
rising cost ol 


ome 
represented by the 
od 

It is part of the Hoover policy 
to charge the very lowest possible 
price for food to their employees, 
and to pay high wages to the can- 
teen staff to secure the best type of 
assistance in view of the degree of 
skill and high-pressure work 
which is required. Hence the 
company is in the position of sub- 
sidizing meals Mr. Davies con- 
tends, however, that catering 
should be regarded as an aspect of 


that its cust to the 
company represents an _ invest 
ment This does not mean that 
every effort should not be exerted 
to make the catering department a 
very efficient one Mr. Davie 
claims that the catering depart 
ment makes its contribution to 
wards the company's success in 
the large part it plays in the over 
all scheme of production. Letters 
have been received from forme: 
employees expressing appreciation 
of the canteen service and the 
quality of the food 

A two-way channel of communi 
cation between the catering man 
agement and its customers i 
afforded by a sub-committee of the 
works committee, which consists o1 
six employee representatives and 
four Management representatives 
This committee has no executive 
powers, but provides customers 
with an opportunity of voicing 
complaints or making constructive 
suggestions No punches are 
pulled at the committee’s meet 
ings, which are in line with the 
current demand for information on 
every aspect of management 

At the Perivale factory 
the catering department employs 
nearly 80 people, most of whom 


wellare, and 


alone 





NEW APPROACH TO 
CANTEEN MANAGEMENT 


Rising costs have made the 
canteen an important item 
on top management agen- 
das. To cope with this 
situation BUSINESS is 
creating a special editorial 
section. See next month's 
issue for a new approach to 
catering problems. 











have been in the company’s ser- 
vice for many The main 
canteen was designed to serve 800 
1,000 meals daily, but since the 
early part of the war it has been 
serving twice and three times that 
number. Apart from the chef and 
assistant chef, the majority of the 
staff were taken on during the war 
as raw recruits and received their 
training at Perivale 

When any key person has to be 
replaced, the company will obvi- 
ously endeavour to obtain the most 
experienced man from the best 
possible place. Candidates will be 
interviewed by Mr. Davies himself 
but in the normal way replace- 
ments will be made through the 
personne! department 


years 
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Continued from page 88 is that a “cart 


on copy ola record 


ing can be obtained Thus if a 


copy of a 
quired cards to be displaced side- wanted for 
ways, after which they can _ be person it 
withdrawn together. Between 700 
and 1,000 cards a minute can be 
sorted with the 
claimed 


Dictate in Duplicate 
an signal light 
MONG the many dictating : 
4 machines exhibited was the 
Arena. This French machine uses n the hand 
a plastic or paper dise which, like 


mailed in an envelope But the 


intriguing feature of the machine retarial use is 


can 
one operation 
, Another feature 
device it 4S that the microphone contains all 
the controls of the machine. These 
inciude buttons 
playback, erasing 
spacing, together with a recording 
Controls and the 
microphone are housed in a small 
moulded case which is easily held 
The only controls on 
the instrument itself are the on/otl 
other types, can be folded and ind volume switches 
A transcription machine for see 
ilso available which 
has a foot pedal control 


Multiple Desk 


dictated message is 
dispatch to another 
produced in the 


of the Arena is 


for recording. 


and back 


The Imperia multiple desk, showing 
some of the disappearing working 
surfaces. 


rhe two eft-hand pedestal 
drawers contain suspended files, as 
does the lower right-hand drawer 
The rear part of the upper right- 
hand drawer contains a_ type- 
writer, which can be pulled up on 
to a separate shelf at the side. The 
front part of this same drawer can, 


BY far the most interesting desk if necessary, hold a telephone or 
( 


ym sh 


an ordinary 


pedestal desk. 


was the French  intercommunication set. Beneath 
Imperia. When it is “closed” it is the well of the desk there is a 
executive's double- space for a dictating machine and 

When “opened” it more filing space. Lastly, on the 


is virtually a complete office incne other side of the desk there is a 


init Full width 
withdrawn which 


more desk 


tray can 0¢€ 


movable panel which revea " 
provide three space for personal items, statior 


and therefore ery, or a small cocktail cabinet 


three more working surfaces. Each In order that these variou 
top can be used for some particu- working surface and other fea 


A “‘carbon copy” of your dictation 
can be taken on the Arena dictat- 
ing machine. 


lar purpose, and papers, etc., will tures can be used efficiently, a 
not be mixed up, nor when visitors special chair is available which 
are present will they be seen slides treely to and and fro with 





EFFICIENT 


* 
eating 
FOR OFFICES, SHOPS, CANTEENS, ETC. 


“a 
= 


THE 
‘SPIRALUXE’ 
: ‘ r r a 


I 
Unit | 
warmth rapidly, and is idea 
for oftticoes ra renormns 


ordriven 
heatinu 


smartly 
construct 
for ele« 
Giuaratr 


SPIRAL TUBE 
SPIRAL TUBE & COMPONENTS CO., LTD 


OSMASTON PARK ROAD, DERBY. Tel.: DERBY 4876! (3 lines) 
Heod Office: Honeypot Lane, Stanmore, Middlesex 
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EVERYTHING for the CATERER 


All under one roof... 


Following upon recent redecoration and frurmshing 


our Showrooms, we are holding special displays featurins 


MODERN COOKING EQUIPMENT HARDWARE 
rEA DISTRIBUTION SCHEMES CROCKERY 
STAINLESS STEEL SINKS & DRAINING BOARD 
rUBULAR FURNITURE WOOD FURNITURE 


CUTLERY LABOUR SAVING EFQUIPMENT 


We believe so complete a range of catering equipment 


under one roof to be unique and give you a cordia 


neitation to wisit us 


JAMES FARQUHARSON & SONS LTD. 


CATERING OUTFITTERS for over 100 years 


Park Parade - Harlesden - London - N.W.10 & 
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Wherever there’s 


—S3WV7Z4Z , 


=N O\ s &= = 
: VAZ A Y\fr P&yY ww 
there's need cf a 


BURGESS Acousti-Booth 


Ever felt awkward on the 
telephone—unabie Ww 
the client's name or 
he was saying to you? 
doubtedly you have 

the time you knew that 

“bad line’’ (the excuse 

3 probably made for your 

telephone reception) 

caused by noise dis- 
turbance at your end 


Telephone-frayed nerves become 
ing of the past when you 

BURGESS ACOUSTI-BOOTH 

ence the relief of being able to 

without trouble in the midst of 

Ask any man who owns one of 

Many thousands now in us 


Write fOr Bulletir Bf 


y mili eA: 


Burgess Products Company Limited, Acoustical Division, Hinckley. Leics. & 





Tit improssille Py IPA EX | ROTARY 
a NON-SLIP CARD INDEX 


For office, shop, 


FLO e] R POLISH ; So 


Insist that your 
floors are made safe ~ 
for visitorsand staff rect entries bott i Well made steel 
alike This Floor mega I tnroof vel ver so) J 
Cream gives a x nd Zé 45 6 
brilliant Polish | Ls 
on which it isim Packing and Post 1/6 


=m "| AMSEL LTD., shot 
*) Sristo 








TARPAULINS 


Awarded FOR 


64 Gold Medals 
throughout the 


- HIRE 


S. LOMAS & Co. 


Fu rmo ft O (TARPAULINS) LTD. 


NON-SLIP FLOOR CREAM WARD ROAD WORKS, 


Details of special terms for large users from LONDON, E.15 
FURMOTO CHEMICAL CO. LTD. MAtyiend 3616 
1-3 BRIXTON ROAD. LONDON, S.W.9 . aan 
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harming the carpet or floor 
riace 
The one desk therefore incor- 
porates filing equipment, _tele- 
phone, dictating machine, type- 
write! stationery and _ personal 
items, and four separate desk tops 


Rotating Stands 


| ae Rotary Class tanas are 
useful items for the office 
These stands hold angled “poc- 
that rotate o that a large 
ber of documents is easily 
accessible without the user having 
to move from his desk. The poc- 
kets can be of different sizes and 
can also be sub-divided. They 
can be used to hold files, card in- 
dex cards, punched cards, etc. Not 
only do the stands eliminate desk- 
to-cabinet movement—they also 
keep the desk top clear 


Dictation Exchange 


ptienegpeey in output of secre- 
tarial and typing departments 
of at least 50 per cent. are claimed 
to result from a French centralized 
dictation machine in llation. The 
equipment is applicable to either 
large or small organizations and 
can be used to give a dictation ser- 
vice to many employees in con- 
junction with a typing department 
or to a single executive with his 
personal secretary In the latter 
cast the system is called 
Transmag The secretat ls pro 
vided with 
rests on ley 
corporated in the aw - 
recordelr controls. and amplifiers 
for both play-back and intercom- 
mun ical on The executive has a 
small control station on his desk 
This incorporates a microphone 
oudspeaker and a number o 
press buttons, which allow him t 
dictate, correct hin lf, repeat 
} hat he has said com- 


ate directly with h secre 


The Centramag system for 
vith a typing pool works in 
similar way Each dictator 
equipped with a control inl 
Numbers of dictating machines art 
grouped ata central point ana are 
under the charge of an operator 
(who may also work a telephone 
switchboard). One machine is pro 
vided for every 12 (or any lesser 
number) of dictators, and there 1 
no limit to the number of machine 
that can be built into the central! 
“bank.” When a person wishes to 
dictate he presses the button or 
his unit and asks the operator for 
a machine. Each machine has an 


BUSINESS 








indicator which shows how much 
of the spoo! of wire has been used 
A clockface on the dictator's unit OFFICE 
is synchronized with this indicator 
Each spool ol wire takes 60 
mutes Speech," 8. she soo! PHOTO DOCUMENTATION 
become full they are changed by . 
the operator, who passes them to 
the vO _— for transcription : , 
Each typist is provided with a 10 HOURS typing and checking 
onibins k de Be with the usual reduced to 30 MINUTES 
controls 
The manufacturers claim that 
the system is simple to operate Foreign correspondence, C.D.3 Forms, Charts, 
makes dictation easier and mors data analysis sheets, Govt. returns, contracts, RUT 
efficient and increases the output : 
y dcek pt drawings, extracts of books, research papers, etc. HURSTAT 
1f typists Ropid Photocop 
COp/er 
Small Folder The Ruthurstat Apparatus affords a splendid means for — 
ebtaining speedy, erroriess photo-copies of documents a 
YWISS machine that attracted which would otherwise require many hours typing and 
b much attention was the checking. Reproduction quality is high with junior labour 


Multipli Claimed to be the 
mallest folding machine in the NO DARK ROOM, NO FOCUS, NO SKILL 
world, eight different styles of fold 


can be produced at a very high Office Photography—with England’s Finest Equipment— 
by 


RUTHURSTAT 


LIMITED 


104 HIGH HOLBORN LONDON. WC I. HOLBORN 4737 








welch is aeieed on Oe ae Have you seen the YOUR FLOO RING 
est in the world. R E PO R T E R PROBLEM Solved 


speed and with extreme accuracy. FULLY PORTABLE TAPE RECORDER? 


For instance, it is claimed that It’s Bi 

10,000 folds an hour are easily ob- . £ “ee | We will gladly send—without obligation 
tainable. It is extremely simple In performance, in value, in its —an expert anywhere, any time, to dis- 
to change from one style of fold to advantages to the executive. cuss and advise on any problem regard- 


ing the flooring of 
Small... arp tnmencine 3 
In size, in weight, in cost. FACTORIES 
Portable Projector *% Use it anywhere—completely | OFFICES 
self-contained and portable, and 
{LAIMED to be the only one of no electric mains needed. SHOWROOMS 
its kind in the world was the Small—only 14 x 7 x 6¢ins., Do not hesitate to write or call 
Lecto-Film portable microfilm pro- no bigger than a shoe box. ‘ 
jector. Despite its small size, it ; For 30 years we have specialised in all 
provides a large enough surface Light—it weighs, complete, types of flooring, including 
for reading microfilm without eye- only I4lb., yet it has it’s own RUBBER LINOLEUM CORK 
train In addition, by removing amplifier for immediate MAGNESITE COMPOSITION WOOD 
i plate at the front of the machine playback. BLOCK and PARQUET, , WOOD 
the microfilm can be projected On] ye Economical—operating costs MOSAIC, TERRAZZO PAVING, 
a wall or screen, are negligible, and one reel of THERMO-PLASTIC, WALL and FLOOR 
The focusing control is simple tape gives 16 mins. recording. TILING. 
ind effective. When not in use or 
required elsewhere, the machine 
folds up and can be carried with no] Investigate the remarkable Reporter now 
more effort than a portable type- Made to Measure for Management 


writer. MA&L Havyeralt LTD 


A further selection of new BUSINESS APPLIANCES GREAT METROPOLITAN 
office equipment by European 24 ST. STEPHEN'S HOUSE. WESTMINSTER, FLOORING CO. 
manufacturers will appear LONDON, S.W 73, KINNERTON Senay, 


, - KNIGHTSBRIDGE, S.W.! 
in the an? of elephone : wiitechell 9618/9 SLOone 0047 (i lines) 


another and to regulate the speed It’s 
tf operation 





* Simple—only two controls. 
Old and New Floors Resurfaced 


ustrated Booklet Beautiful Flooring'’ No. 2 
sent free on request 
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Right up to the minute in appearance and ease of 
operation. Simply touch a button and speak instanily! 
Each EDISWAN Loudspeakerphone is fully guar- 
anteed. Please write for illustrated leaflet B.77 


PRICE: Standard Master Unit 


for 6 extensions : £22 .10. 0 
Extension Units (each) £ 4.5. G 


EDISWAN 


Loudspeakerphone- No purchase tax— No rentals 
THE EDISON SWAN ELECTRIC CO. LTD. 155 CHARING CROSS ROAD, LONDON, W.C.2 


Member of the A.E./. Group of Companies Branches in all principal towns 
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Save money, labour 
and time with 
WELCONSTRUCT 
shelving. Modest in 
first cost, easy to 
erect and quickly 
adjustable, without 


the use of tools 


‘Welconstruct 


SLOTTED STEEL ADJUSTABLE SHELVING 


Ss produced in medium and heavy weight for virying 
loads. It is absolutely rigid when assembled and is 
unquestionably the most modern and effective form of 
shelving. For further information write for list “*B"’ to 


MOULDED RUBBER 
or METAL CORNERS 





THE WELCONSTRUCT CO. 
GRENVILLE BUILDINGS, CHERRY ST., BIRMINGHAM, 2 


Tel: MiDiand 1691. F. C. BROWN, BISLEY, surrey 


AS EE REIS EEL LNT RRR A TRA 
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HAMANN AUTOMATIC CALCULATORS 


The New Hamann Automat -~ 


offers a further advance in design and 
the function of calculating, with the 
following special features :— 


Streamlined styling 

Small and easy to handle 

Reliable and strong. 

Faster, quieter, easier operation 

No manual manipulation of the carriage 
Automatic short-cut multiplication 
Automatic division. 

Unequalled calculating possibilities. 


Fully universal motor for all voltages from 100 to CAPACITY 
240 volts D.C. and A.C 


9x8x 16 £190 
Send today for leaflet B12 


OFFICE MACHINERY LTD. “OMat House” 22 KINGLY ST., LONDON, w.1 


Telephone MAYitair i028 














£3,400 fortune for £5 monthly 





is is no magic or gamble but FOR YOU TELEVOX takes 
i om Celephoning oul of your hands 


that is establishing tmmediate lisa bled your premiums cease 
security for thousands of modest luring disability, and au income of 
neomed people £10 monthly is paid to you 
f you are at all concerned for your Cas mi or a Cas » 
oF a or for tl hone of yout ae — + TELEVOX amplifies external and internal calls through 
jependants, see how simple it is t FOR DEPENDANTS . ne switch, mains operated controls, and conversations 
guarantee now what vou need by Kenefits up to a maximun can be heard by two or more people 
setting aside a modest sum fron f £4,400 Immediate Cash 
your income For example, at the payments of profits Plus 
age of 25 years, the sun ¢ Pension £10 monthly for 
month quaranter- balance of 20 vears from 

mmencement of poliey 2.400 

ash at end of Pension 


| Lin 


£3,400 
Full detais ny gour particular weeds will A | = . WITH OR 


prove f you what a convenient and valuaidle offer 


thin ix You just cannot afford to delay assuring . i ai WITHOUT 


our own and your fanaly's future security 


Confederation Life 
Association | 5 MODELS NOW AVAILABLE 


Ineorp. by Special Act of Parliament 
‘anada asx a Limited Company 


ESTABLISHED 187! ASSETS OVER 487,000,000 Please send full details of vour S$ models 


NITERCOM 


POST THIS (1;4 stamp if unsealed) TC NAME 
CONFEDERATION LIFE ASSOCIATION (FS. Dept ). 18 PARK LANE, LONDON, W | 
Piecse let me hove full details without any obligot n my port ADORESS 


DATE OF BIRTH NAME 


a Televox Ltd. 5 Bourne St. Sloane Sq. SW! 
OCK LETTERS PLEASE B.M_ 1 SLO. 9844/5 


DECEMBER, 1952 





If you are considering reorganisation or expansion of vour offices, 


: , 
we shall be pleased to suggest alternative forms construction, 


ind to assist in planning an efficient layout 


iSK for a 


J representative to call, or write for leaflet 


ANDERSON CONSTRUCTION CO. LTD 


CLIFTON HOUSE, EUSTON ROAD, LONDON N.W.! EUSTON 7465 
Northern erquir Anderson Construction Co. & Gibson Ltd., 79, Albion Street, Leeds 

















REVOLUTIONARY STORAGE SYSTEM 





20’ The Caiculating Machine which caused a 
sensation at the Business Efficiency 


MOBILE STORAGE SYSTEM Exhibition this year. 











Ry eliminating wastefu 
gangways this system in- 
creases storage Cap- 
acity by 50% leaving 

all goods easily 


accessible No office, 


Every inch 
of 


laboratory or 


space 1s | ‘ 

_ used to the "4 brief case is 
best possible advantage 

only one gangway being 
required for three, four, 


or even more rows of 


complete 


without a 
shelving. Plan vour stores 


on these lines and save = CURTA as 
TIME, SPACE AND 
MONEY 


J. GLOVER & SONS, LTD. 


(Head Licensees-Foulkes’ Patents) 
79. GROTON ROAD, 
LONDON, S.W.!8 Please write or teiephone for a demonstration 
and at Bristol, Manchester LONDON OFFICE MACHINES, LTD. 


and Leeds. 128 Terminal House, Grosvenor Gdns., London, S.W.|. 
Tel: SLOane 1061, 1626. 





Tel : BATtersea 6511 











Masonite Presdwood is a most versatile and remarkable 
material. Just as it has been used for over 20 years successfully, 
for such purposes as boat building, caravans and motor bodies 
concrete form-lining and exterior signs—so it can serve you 
wherever hard wearing, tough, water-resistant sheet hardboard 
is required. Suitable for flat or curved work ; takes a perfect 
finish; will not warp or buckle; all pure wood fibre grainless 
wood—handled as ordinary timber. For interior panelling, 
counters, built-in furniture, benches, packing cases too. 


Registered Trade Mark 


you 
can use Write for 
Masonite samples 
Presdwood at once. 


MADE IN SWEDEN 


Masonite Ltd. Bevis Marks, London, E.C.3. Tel: Avenue 2846 
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We can trim the 
price on spec B 


FONADEK 


Lift the GP.O. receiver place it on the 

FONADEK ontinue your work free to 
carry onf{the longest conversation with« oss of productive time 
Needs no} speciai attachment; completely automatic 


SSS 


ustrated folder" on? request from - 
FONADEK (BRANSON) LTD 
Vivian Road, BIRMINGHAM. |7. Phone : HARborne 2267 





NOW AVAILABLE AGAIN! | 


‘ACE 9 STAPLING 
MACHINES 


ACE PREFECT 
MODEL No. 402 


For Permanent and Temporary Fastening 
The World's Best Stapling Machines 
Incorporating the essential features that 


50 on make for Lifetime Service and Jam-proof 
each Performance. 
Built of Steel throughout, Heavily Plated 
TAX FREE the * Prefect *’ is fully guaranteed against 
Leaflets of all all defects. 
ACE Models Loads Strips of 210 ACE BLUE BOX 
upon Application Staples, }” crown }” leg 
Retail Price 8/- per box of 5,000 Tax Free 


Retail Price 


S57. FARRINGDON ROAD LONDON €E.C.! 
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OFFICE SUPPLIES AND ACCESSORIES 


Stationery—Systems— Equipment 


Pens with a Purpose simply by turning a knob from The patented inking mechanism 
onsecutive to duplicate, triplicate, strikes the figures in a _ vertical 
quadruplicate and repeat The plane These figures are deep], 
flexibility of the spring avoids engraved to a modern type design 
fatigue among those who have to’ and are finished by hand. Two 
- use the machine repeatedly, sizes are available—44mm. and 
hand and the other for book- through the day 54mm. The principal wearing 
Keeping. parts of the numberer are made o! 
; The shorthand pen has a ground steel. heat treated where desirable 
exible nib, ger ge: —— for while the frame and wheel box 
the execution o! thick, thin and . . panes 
shaded strokes used by mnost short- om a om — gg AY 
; : strength almost equal to stee 
hand writers In striking contrast The frame is also nickel satin 
is the book-keeping pen, whose nil inished, and the whole design is a 
is particularly fine and very rigid good example of modern styling 
[he purpose of this is to help and technique , 
lerks and others who find it neces- E ry Ref. No. $12 
sary to write many entries in a — htt la 
small space. This pen is identified 
er Faculty Ref Ne rat a Gluing and Gumming 


FEYWO new fountain pens have 

been produced which are o! 
inusual interest to the business 
world. One is designed for short- 


: . . > LUING and gumming prob- 
Light Handed Numberer : . lems in all departments ot 
| EAVY demand has alread) 5 many industries are solved by ¢ 

been experienced for ‘the range of machines designed for 
Ulster 95 automatic hand number- tackling different sizes of work 
ing machine. which features five Most apt for the controller of office 
actions, simple change, easy opera- and ancillary equipment is_ the 
tion, clear figures and strong con- 6in. machine for gluing and gum- 
struction. The actions are altered Five actions, easily changed. ming labels. This is very fast ir 








Clears Your Bureau of Confusing Papers and Documents 


HERE at last is the practical, ideal solution of an ever-present problem 

in so many homes—-how and where to keep all important domestic 
and private papers, letters, documents, insurance policies, bills, receipts, 
school reports, etc., in neat, compact and orderly form, out of sight, 
taking up very little room, yet always instantly available for immediate 
reference 


You know what so often happens required, a long irritating search has tc 
Documents. letters, receipts, etc., which be made through al! sorts and sizes of 
nust be kept are stuffed into the pigeor miscellaneous papers. Once or so a year 
holes of a bureau or into a drawer or box there is the tedious job of going through 
»r cupboard, until they accumulate into a this heavy accumulation in order to pick 
umbled mass of papers in no sort of order rut anything thar can be scrapped 
Every time a certain document or letter is 


Order in Place of Chaos 


The Automatic Secretary for the Home Secretary | enables vou to clean up as 
completely eliminates this untidy, un- you go along. As you add new, so you 
systematic, time-wasting, temper-fraying remove old papers, letters, etc., which 
way of storing essential domestic and need no longer be retained. And so this 
private papers. Order repalces chaos ngenious ** Secretary "’ keeps your papers 
Every time you want a certain paper, you together, always up to date and in order 
can find it in a second. The irksome findable immediately 
annual clean-up ts banished for ever—the 


poo --- ----- -------- 


Fill in and Post Today 
The Automatic Secretary for the Home iS NOt Only a neat Shaw Efficiency Devices 
and compact device for holding all your domestic papers, it also 180 Fleet Street. London. E.C.4 

serves you as an automatic reminder of all commitments and matters ‘4 ‘ 

to be attended to. It contains an ingenious Reminder Chart, usable Yes, please send me AUTOMATIC SECRETARIES FOR 
year after year, which will ensure that you do not overlook or forget THE HOME at 70/- each including tax and postage | enclose re 
anything which demands your attention on a certain date. But 

supplies of this device are limited, and replacements will be mittance of in full payment 

more expensive. Therefore, we urge you, in your own Name 
interests, to complete and return the order coupon alongside 


Address 
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operation, dispensing a fine coat ol 
glue or gum without any “squeeze”’ 
Suppliers of at the edges . 
All models are fitted throughout Its 
PRIN g ING with self-oiling bearings and re- 
quire no maintenance other than 
OFFICE ordinary cleaning The latter WONDERFUL 
operation is performed without WHAT A 


dismantling, a separate tray being 


EQUIPMENT prov ided for the purpose ; / 
; RUBBER BAND 


Stapling - Stitching 
Perforating - Folding | eine po! WA 


and 
Almost every manu 








Punchi ng Machines - f facture has one process 
or more in which rubber 
Guill . bands—of a suitable size 
UINOTINES ; ind gauge--can speed up 


Card Cutters production and cut costs 
ix We 


will gladly send an 
Bookbinding Tools, Materials expert to show you where 

and how rubber bands 
and Adhesives ‘ could save you time and 
money Simply ‘phone 
or write to us: 


BRETT & COX LTD 
Printers’ Engineers, COOMBS of WIMBLEOON 
Furnishers & Sundriesmen, ROABRAND ‘Rubber Bands 
15/17, BLACK FRIARS LANE, es tone 
NEW BRIDGE STREET, . H. AJ COOMBS LTD 


LONDON, E€.C.4 Standard Works, RichmondfRoad 
Telephone : Central 6208-9 The new filing stool. Wimbledon, S.W.20 


Telegrams : Bretcoxlim. Cent. London EERE ms xhone WIMbledon 6555 
Machines can be supplied for ns Absentment, Wimble, Londo 


bench mounting or on movable 
stands. They are fitted with 
built-in electric motors and _ in- 


tegral switches. Alteration of ad- 
| hesive coating is by a micrometer! FI RE | 
J screw adjustment, which remains s 
} constant for any length of time | | WHICH LOUR 
STS LES Enquiry Ref. No. §.12/32 CH CO 
TANG For The Bottom Drawer N U.- Swi FT ? 


7 Ff you tt 'R EACHING the bottom drawer: Red. Blue or black ? stinctive 


of a cabinet is a back-breaking colours for different fire Px prevent 


| job. particularly if there is a large costly errors. Are your extinguishers 
} amount of material to file. To the right colours? Write, or phone 
|solve this problem a large office Elland 2852, for free advice 
equipment organization have pro- NU-SWIFT LTD. - ELLAND - YORKS 
duced a filing stool mounted on £ 

. very Ship of the Royal Na 
can be maved about the fling area Sree eo 





























TELEPHONE ATTACHMENT can be moved about the filing area 
Enquiry Ref. No. 8.11/33 


Let REGNA do your RECKONING! 


A system of ready reckoning as you go along, 
simply and quickly by fingertip control :- 


ANALYSES, ADDS AND LISTS 
PRICE £90 


Deliveries Ex Stock 





COILS UP 
ALL LOOSE FLEX RUE SG NIA 
ee CASH REGISTER 
Price inc. Purchase Tax 12/6 
STORES STATIONERS and DEALERS THE REGNA CASH REGISTER COMPANY 


in Office Equipment Proprietors : The joel: Safe Co. (London) Limited 


TELLEF (LONDON) LTD. 
10 St. Albans St., Haymarket, London, 5. 7, York Place, Adelphi, London, W.C.2. TRAfalgar 3718 
wre! 2 
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CLASSIFIED ADVERTISEMENTS 


FLOOR COVERINGS 

The wonderful wearing qualities of 
INTERFUSION and its resistance to chemicals 
oils and greases make it idea! for Hospitals, Schools 
etc An additional quality with cork lamination ts 
now supplied providing high insulation efficiency 
in the long run INTERFUSION is the cheapest and 
best flooring material available. It is hygienic and 
non-absorbent for benches, desks and trolleys 

easily cleaned with a damp cloth. Samples, etc 

INTERFUSION, LTD., Dept. 8.3, 66 Fenchurch 
Street, London, E.C.3 


FOR SALE 
Varityper and 4 type spools £35. Two 
Recordon dictating machines and accessories. Full 
working condition £65. Electric Embosser for 
Addressograph or Adrema Plates as new £200 
Graphotype Embosser hand operated £10. Hand 
Addressograph Printer Class 200, rexine cover £9 
Derricks, 258, Westminster Bridge Road, London 
5.E.1 Waterloo 4582 
Unused Railex Suspended Filing Equipment 
comprising 1210 Foolscap Folders, 50 Our Cards 
and ten Rails. Cost £155. Price £90. Inspection 
by appointment Monsanto Chemicals, Limited 
Abford House, Wilton Road, S.W.|! 
Dictaphone Equipment for sale. One Dic- 
tating Machine Transcriber and Shaver Excel- 
fent condition. Offers. C. H. Hare & Son 
Tyseley, Birmingham 
Thermionic Electronic Magnetic Dictating 
Machine. No. TP.503 with Foot Pedal No. TP.930 
Executive Microphoneand Featherweight Receiver 
Brand new. Box No. 1/32 ¢ BUSINESS, 180 
Fleet Street, E.C.4 
Dictaphone Equipment 
Three—Shavers on stands 
Four—Dictators 
Four—Transcribers 
Three—Stands for above 
Five—Cylinder Holders 
Stands 
Three—Cylinder Holders (Circular) 
Seventeen—Cylinders Wax 
All machines complete with Cables, earphones 
etc. Box No. |134c/o BUSINESS, 180 Fleet Street 
EC4 


(Racks) three on above 


uy or Hire 


rotection from 


FIRE) 


rons 
FIRE 
APPLIANCES 


Don't fear fire—jnvest in Pyrene Fire Protection. You 
can cover all fire risks with the unique Pyrer 
Extinguisher Hire Maintenance Plan. Full details from 


e Fire 


The Pyrene Company Ltd., (Dept 
9, Grosvenor Gardens, London, S.W.|!. 


For Sale (cont.) 


| Portable Recordon Dictating Unit for sale 


complete with Equipment and Discs. Very little 
used and in excellent condition. Offers to 
Hardwood Dimensions, Linited, 12, King Street 
Manchester, 2 
Two ‘‘ Roneodex "’ Holder Units No. Al485, 
for A/c’'s or Stores Records, |4 trays each, capacity 
over |,700 cards 8” x 5”, new condition. Dave- 
116, Cleethorpe Road, Grimsby, Lincs 
STEAM !N FIVE MINUTES with 
A. Electrode Boilers. Used by British 
industries for 20 years. No boilerhouse, no flue 
no attendant needed The most compact and 
convenient steam raisers available, can go beside 
machines using the steam. Write for leaflet 107 
Bastian & Allen, Ltd., Ferndale Terrace, Harrow 
Bostitch staples at 33",,4 off list. STCr50193; 
SCCr5$0254; SCCr50258; SHCr5019§; STCrS0193; 
also for E.U. Bow Attacher. Enquiries invited 
Branson, Ltd., Leicester 
The Adding Machine Service Co.. offers new 
and second-hand Adding Accounting & Calculating 
machines. 1, Northington St., London, W.C.1 
CHA 8764 
Dictaphone ‘‘ Cameo "’ Dictating and Tran- 
scribing Machines, Model 12 and 10x Dictaphones; 
also Ediphone Protechnic Secretarial Transcriber; 
Holdings, 39 Mincing Lane, Blackburn. Tel. 44915 
“Invincible "’ Arclight Single Lamp, Photo 
Copier, 42” model, 15 amp., 200/250-volt, 50 cycles 
with Ferazo semi-dry process machine and 
Nig "’ Dyeline Developing Machine. All in 
excellent condition and complete. Box No. | 133 


c/o BUSINESS, 180 Fleet Street, E.C.4 


wear 


FULL 
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HEATING 
HEAT YOUR HOUSE with unrationed oil 
the cheapest form of clean, labour free, automatic 
heat. Your boiler can now be converted for about 
£200 including tank. Write Nu-Way Heating 
Piants, Led., Droitwich, Worcestershire 





If it’s 


POSTAL SALES 


You're after 
Consult us 


Everything from Mail Listings specially com- 
piled to your individual needs, and covering 
the whole world, to complete handling of 
campaigns 
bWhy not get details of our services? 


Norman S. Ghosh Organisation, 
(BS2) 26, Cumberland St., Stokes Croft, 
Bristol 2. 








CALCULATING SERVICES 





Stock Lists and all excess figuring promptly 
and efficiently evaluated in confidence and 
Enquiries Invited 


Broughton & Co. (Bristol) Ltd. 
| Berkeley Square, Bristo!l,8 Tel: 22488 


security 














TRAINING FOR EXECUTIVES 
IN PUBLIC SPEAKING 
Classes or private tuition in Public 
Speaking. Chairmanship and Lecturing 


Qualified teachers can be sent anywhere 
to give special courses or lectures 


The Abbey School for Speakers 
| 36, Victoria St., London, S.W.!. Abbey 6488 








MISCELLANEOUS 


FREE ADVICE ON YOUR HEATING. Our 
representative will call and advise without obliga- 
tion on heating your office, factory or home with 
Hurseal oil-filled electric, gas, liquid gas and 
paraffin-operated radiators and other fuel-saving 
equipment. Write or ‘phone now. Hurseal, 
Led., 229 Regent Street, W.!.. REG 105! 
** Besco "’ Staff Time Recorders Supplied on 
attractive cash or rental hire terms with full 
service. Free Installation. 25 Lancaster Avenue, 
Manchester (DEA 6209) Works, Lymm, Cheshire 
British Society of Commerce, a world-wide 
professional organization, designation F.B.S.C., 
Write, Secretary, 74 King Street, Wigan 3 
For Guaranteed Electronic Dictating 
Machines, new or rebuilt models, Dictaphone 
Timemaster'’s '’ and ** Cameo’ Consult the 
Northern Specialists Dixon's. 229 Oxford Road 
Manchester. Tel. ARDwick 4269 


PERSONAL 


Handwriting Analysis by experienced Graph- 
ologist Character, ability, temperament, etc 
Box No. I117, c’o BUSINESS, 180 Fleet Street 
E.C.4 


SACKS AND BAGS 
You want the best type and quickest delivery. 
John Braydon Led. 20/26 The Highway, London, 
E.!. Telephone: ROYal 1044 


———— 


es 
Bostitch staples and staplers. All numbers. 
Bought for cash. Bransons, Ltd., Leicester 
A Ledger Posting Machine, Burroughs, 
National or Remington. Jasco, Ltd., 246 Bethnal 
Green Road, London, E.2. Bishopsgate 9434 
The Adding Machine Service Co., desires to 
purchase high-grade Adding, Accounting & Calcu- 
lating equipment. | Northington St., London 
W.C.1. CHA 8764 
DICTAPHONE TIME MASTER wanted, 
details to Box No. 1130 c/o BUSINESS, 180 Fleet 
Street, E.C.4 





“WELFARE OFFICER,” 


ve Quarterly Magazine ¢ e 
Officers. 


and 


Write for specimen cop 
THE SECRETARY, 
INSTITUTE OF WELFARE OFFICERS 


14, Dominion Street, Moorgate, E.¢ 














it is guaranteed fire 
and has unp 


resistant 
ckable drill proof locking 





indestructible through fall 
The British Depart 


ment of Scientific & Industrial Research has tested this safe 
7 different interior fittings available—all adjustable—door 


opens to 270 
or otherwise 


7 York Place, Adelphi, London, W.C.2. Tel: 


Finished green or cream—2 sizes :——Mobile 
Deliveries ex-stock 


H™7) JOEL! SAFE CO, (LONDON) LTD. 


TRAfalgar 3718 
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In every section of your business . . 


TRAPINEX PAINT TRANSFERS 


——=CORONATION=—— make your mark with distinction 


' 

} Official designs in colour for 
shop windows and inside that is why leading manufacturers in every industry have 

display available from stox 


~ ha adopted Trapinex Paint ‘Transfers whenever it is desired to 
ease send for leaftiet. 


mark or publicise their products. ‘They ap preciate theu 
distinctive and lasting quality, also their simplicity of 


Manufacturers requir 
 souvenl 


is ccmeiliied application by unskilled labour. 


“TRAPINEX 


TRAPINEX LIMITED, 105 COMMERCE HOUSE 
HIGH ROAD, WOOD GREEN, LONDON N22 


srams > 








Yes action | ind speed in your ofhies 


( olour A copies cl iihies co NpPar4risons, Lives instant 


identification and emphasis, producing immediate 
ffect. Increased effectiveness of colour tn 


stimulating action is shown in actual records ot 


Master’ Method 


xperience by users of the Banda 


which reproduces up to seven colours at once. with 


out inks. stencils or gelatine om a single * Master’ 


sheet of paper, typed, written or drawn. The Banda 


Master’ Method increases efficiency, saves time 


ind in some cases Cuts costs by 75 Banda brings 


colour to your copywork and control to vour office 


Copies are brighter, points are clearer. Organisa- 
tion runs more smoothly in routine or emergency, 
with maximum ease and clean simplicity of Banda 
operation. Colour— with the Banda * Master 


Method—gets what every directo evers 


CX ti wants actior 


whatever your business problem — call in [ & A first 


58-60 KENSINGTON CHURCH STREET, LONDON, W.8. PHONE: WEStern 2531 





